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AUTOMATIC DATA PROCESSING- - EFFECTS 
9- 1 
Bellotto, Sam, Jr. 


Facilities management is here to stay. Administrative management, vol. 33, no. 7, 
July 1972, pp. 16-17. 





Benefits to be derived from having a FM firm take over operation of your ADP operation 


include: economy of scale, deficiency correction, elimination of personnel and avail- 
ability of improved equipment. Before deciding to use such a firm, suggests that you 


consider if the prospective service firm really understands your operation and that 
consult with companies presently contracting for FM services. 


os 2 
The worker in the age of communications. American federationist, vol. 79, no. 7, 
July 1972, pp. 16-22. 


you 


In a symposium sponsored in March 1972 by the Communications Workers of America and 
the Annenberg School of Communications at the University of Pennsylvania, the impact 


of automation and labor's role in improving the lot of minority group members was 
covered. 


Contents: The impact of technology, by Louis B. Knecht; and The tool of accommodation, 


by Glenn E. Watts. 


AUTOMATIC DATA PROCESSING--PERSONNEL 


9- 3 
Overton, Scott. 





Programmer/analyst; the merger of diverse skills. Personnel journal, vol. 51, no. 


July 1972, pp. 511-513. 


7; 


"Is it necessary for each company to employ both programmers and analysts in the pro- 
duction of software produce? By examining the skills and aptitudes necessary for each 
position, this author suggests that a merging of the functions could be possible and 


advantageous in some organizations." 


CAREER PLANNING 





9- 4 

Manhardt, Philip J. 
Job orientation of male and female college graduates in business. Personnel 
psychology, vol. 25, no. 2, Summer 1972, pp. 361-368. 

Reports research into the question of whether men and women who have accepted 
employment on similar jobs in business also have similar orientations to their 
jobs. “Based on ratings for 25 job characteristics, significant differences were 
observed with men rating characteristics in a longe-range career advancement/ 
responsibility factor significantly higher than women who gave higher ratings 
to characteristics contained in a work/environment factor, 


CHANGE, ORGANIZATIONAL 
9- 5 1d22 
Beck, Arthur C., Jr. and Ellis D. Hillmar, eds. 
A practical approach to organization development through MBO; selected readings. 
Reading, Mass., Addison-Wesley, 1972. 356 pp. 
Readings concern MBO from the points of view of the organization, interpersonal 
tionships, the system, the process, putting it into effect and performance review. 
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CHANGE, ORGANIZATIONAL (Cont'd) 








9- 6 - 
Id72 .D8 
Durbin, E.P, a 


Change and the management of change. Santa Monica, Calif., Rand Corporation, 1971. 
10 pp. (P-4652) 

"A view is presented of the necessity for change in the management of 
programs in the public sector, Management in government, industry and organization 
is discussed," 

Presented at Human Resource Allocation Symposium, April 15, 1971 at the 
University of Southern California, Los Angeles. 


9- 7 

Greiner, Larry E,. 
Evolution and revolution organizations grow; a company's past has clues for management 
that are critical to future success. Harvard business review, vol. 50, no. 4, July- 
August 1972, pp. 37-46. 

Organizational phases which emphasize creativity, direction, delegation, coordinariny 
and collaboration are outlined. Author suggests that since each phase is strongly in- 
fluenced by the previous one, a management can anticipate and prepare in advance for 
each organizational crisis. Actions to be taken in each phase are suggested. 


9- 8 Id72 .H78s 
Hornstein, Harvey A. and others, eds. 

Social intervention; a behavioral science approach. New York, Free Press, 1971. 

597 pp- 


Presents six approaches to social intervention, identifying underlying psychological 
and sociological assumptions. All of these interventions aim to alter the function of 
a social system; those concerned primarily with changing individuals and those which 
are not planned attempts to change social systems are excluded. Many of the papers in- 
cluded are reprints; others have been written especially for this volume. The six 
groupings of social interventions are: Individual change strategies; Techno-structural 
strategies; Organization development: cultural change as a strategy; Violence and co- 
ercion as’ strategies; Nonviolence and direct action as strategies; Data-based strategies. 


9- 9 
The 'humanistic' way of managing people. Business week, no. 2238, July 22, 1972, 
pp. 48-49. 


Sketches the organizational development program at Saga Administration Corporation, 
Menlo Park, California. The program of this institutional feeding firm stresses team 
building and contains elements of participative management. 


9- 10 
Raia, Anthony P. 
Organizational Development--some issues and challenges. California management review, 
vol. 14, no. 4, Summer 1972, pp. 13-20. 
Considers some of the issues and unsolved problems in the theory and practice of 
Organizational Development. The use of the laboratory method, professionalism and the 
use of consultants are among the topics discussed. 


CIVIL SERVICE 





9- 1] 1c203 .KYSADp 
Rutgers University. Bureau of Government Research. 

Patterns of public employment; New Jersey, 1957-67, by Harold M. Klein and Ernest C, 

Reock, Jr. New Brunswick, N.J., 1971. 42 pp. 

Data cover trends in New Jersey state and local government employment and statistics 
by governmental function. 











CIVIL SERVICE, FEDERAL 
9- 12 Tal11.15 .Un35fi 1972 
U.S. Civil Service Commission. 
Federal Job Information Centers; directory. Prepared by Bureau of Recruiting and 
Examining, Program Development Division, Office of Examining Systems Development. 
Washington, 1972. (BRE-9) 
Pamphlet. 





9- 13 1c29.2 .Un38s 
U. S. Congress. House. Committee on Post Office and Civil Service. 
Summary of activities of ... during the ninety-second Congress, first session. 
Washington, U.S. Govt. Print. Off., 1971. 43 pp. (H. com. print. 92nd Cong.) 


Records legislation approved by the Committee, summarizes programs of the Subcommittees, 


and lists Committee publications. 


9-14 
U.S. President, 1969- (Richard M. Nixon) 
Non-official employment of officers or employees of the American Government. 
Weekly compilation of Presidential documents, vol. 8, no. 35, August 28, 1972, 
pe 1260, 
Executive Order 11681, August 21, 1972. a 
Revokes Executive Order 5221, November 11, 1929, establishing a 
limitation on non-official employment of officers or employees of the American 
government, 


CIVIL SERVICE, FOREIGN 





9- 15 
Civil Service Pay Research Unit report for the survey year 1971. Whitley bulletin 
(Gt. Brit.), vol. 52, no. 7, July 1972, pp. 100-101. 


9- 16 Icl66 .G79A4c 
Great Britain. Civil Service Department. 
The Civil Service Department. London, 1972. & pp. 
"This booklet describes the work of the Civil Service Department which is responsible 
for the organisation of government work and the management of the Civil Service." 


9-17 Ic166 Box 
Great Britain. Civil Service Department. 
Civil service statistics,1970. London, H.M. Stat. Off., 1971. 55 pp. 


Statistics cover historical data; gains and losses of staff during 1969; and location, 
type position, employment status and sex of those on duty January 1, 1970. 


9-18 1c166 Box 
Great Britain. Civil Service Department. 
Second report of the.... London, H.M. Stat. Off., 1971. 62 pp. 

Two main themes run through this report which covers the period from the beginning 
of 1970 to mid 1971: the CSD's role in organization and execution of the work of civil 
servants, and its role in the management of the civil servants. 

9-19 


Icl166 .G79A4£ 1970 
Great Britain. Civil Service National Whitley Council. 


Fulton; the reshaping of the civil service; developments during 1970. London, H.M. 
Stat, O£f., 1971. 36 pp. 
Progress report setting forth the achievements, current position and further reforms 


contemplated within the British civil service. 


Covers the development of the grading 
structure of the civil 


uct service, occupational groupings, personnel management including 
training, superannuation and other aspects of the system, 
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CIVIL SERVICE, FOREIGN (Cont'd) 
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9- 20 Icl66 .G79A4fu 
Great Britain. Civil Service National Whitley Council. 
Fulton; a framework for the future; a report by the Joint Committee of.... London, 
H.M. Stat. Off., 1970. 40 pp. 
Outlines the general aims sought by reform of the British civil service and describes 
the broad program considered necessary to put these aims into practice. 


9-21 

Grebenik, Eugene. 
Aspectos y problemas ce un nuevo modelo de estructura del civil service britanico. 
conforme a las recommendaciones del informe "Fulton". Documentacion administrativa 
(Spain), no. 144, November-December 1971, pp. 11-46. 


9- 22 
Personnel management developments and the staff movement. Whitley bulletin (Gt. Brit.), 
vol. 52, no. 6, June 1972, pp. 84-86. H 


Examines post-Fulton reforms in British civil service personnel management and con- j 
ments on likely effect on the Staff Side and civil service unions. 

Based on a talk given by the Secretary of the Staff Side to a Royal Institute of Public 
Administration training course. 


CIVILIAN-MILITARY RELATIONSHIPS 





9- 23 Id67 .Un455p 

U. S. Department of the Air Force. 
Post-service utilization of Air Force-gained skills, by Anthony J. Winkler and Pay] D, 
Thompson. Alexandria, Va., Air Force Systems Command, Air Force Human Resources 
Laboratory, Manpower Development Division, 1971. 27 pp. (AFHRL- TR- 71-2) 

"Post-service occupation data have been obtained through a questionnaire mailed ten 

months after separation to each first-term Air Force enlisted man separated between 1 July 
1968 and 31 March 1970.... Data were available on 51.7 percent of the men separated 
during this period. This study demonstrates that 72 percent of the first-term separatees 
who were in high-skill, blue-collar-like, Air Force occupations were employed in similar 
civilian occupations." 


9- 24 Iell1.12 .Un58e 

U.S. General Accounting Office. ; 
Extensive use of military personnel in civilian-type positions; Department of 
Defense; report to the Congress by the Comptroller General of the United States. 
Washington, 1972. 28 pp. (B- 146890) 


COMMUNICATION TECHNIQUES 





o 25 
Katz, Bernard S. ee 
Lost in the horse lassitudes. Personnel journal, vol. 51, no.7, July 1972, pp. 514-517. 
To achieve good communication between management and employees, there must be responsi- 
bility on both sides. Katz says it is up to the employee to know what he needs to know 
and ask questions when he doesn't. 


9- 26 
Johnson, J.W. 
Stand up and be heard. Supervisory management, vol. 17, no. 7; July 1972, 
pp. 20-24, 
To make a good speech, first find out all the particulars--the topic, 
Qrganization, size audience, etc,--then be prepared, interesting, natural, 
confident, friendly and brief. 








COMMUNICATION TECHNIQUES (Cont'd) 


9-27 

Prince, George M,. 
Creative meetings through power sharing. Harvard business review, vol. 50, no. 4, 
July-August 1972, pp. 47-54. 

By an analysis of the dynamics of meetings, illustrates how the chief executive can 
make his organization more productive when he collaborates with subordinates in 
solving problems rather than when he passes judgement on subordinates ideas and 
stifles their initiative. | 








COUNSELT NG 
9- 28 e535 .G25p 
Gazda, George M. 
Group counseling; a developmental approach. Boston, Allyn and Bacon, 1971. 273 pp, 
Provides material on the theory and methodology of group counseling applicable to 
all age groups including the adult. Includes chapters covering training as a preferred | 
mode of group treatment and research into group counseling. 


9- 29 Te535 .W58w 
White, Jens G. : 
When your advice is asked. New York, A.S. Barnes, 1966. 184 pp. 
A book for laymen, who, as the author notes, do most of the personal counseling in 
this country. Sample chapter headings: Interviewing stages; Personal data blank; 
Tests as counseling tools; Personality testing techniques. 


CREATIVE THINKING 

9- 30 

Stievater, Susan M. 
Bibliography of recent books on creativity and problem-solving; supplement II. 
Journal of creative behavior, vol. 6, no. 2, Second quarter 1972, pp. 144-146. 





DECISION-MAKING 
9- 31 
Pacifico, Carl. 
Psychological problems of managers. Manage, vol. 24, no. 6, May-June 1972, pp. 10-14; | 
no. 7, July-August 1972, pp. 15-20. 
Explores situations in which managers do not want to find solutions to their problems) 
and suggests ways for handling this situation. 





9- 32 1d73_—. R9Si 
Ryan, W. S., V. A. C. Willis and P. W. Brook. } 
The increasing use of logical trees in the civil service. London, H.M. Stat. Off., 


1970. 20 pp. (CAS occasional paper no. 13) 
Describes how the use of logic trees and similar techniques such as flow charts and 
guides is developing in the Civil Service. When to use and how to construct logical 


trees are covered. i 
i 


DISADVANTAGED 
9- 33 Te152 .C19¢} 
Carkhuff, Robert R, 

The development of human resources; education, psychology, and social change. New 


York, Holt, Rinehart and Winston, 1971. 422 pp. 
This book records the contribution that the center for Human Relations and 
Community Affairs, American International College (Springfield, Massachusetts), has made 
to the social change of the surrounding community. Talks about the development of the 
disadvantaged through media such as internship and training. 
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DISADVANTAGED (Cont'd) 
9- 34 1e152.9 .G61b 
Goodale, James G. 

Background characteristics, orientation, work experience, and work values of employees 
hired from human resources development applicants by companies affiliated with the 
National Alliance of Businessmen. Springfield, Va., National Technical Information 
Service, 1971. 60 pp. (PB- 202-941) 

"The study sought to describe how work values of 110 disadvantaged persons differ 
from those of 180 regularly employed, unskilled and semiskilled subjects, to identify 
biographical correlates of work values endorsed by the hard core, and to detect changes 
in work values as a function of training. Data were gathered via questionnaires and in- 
terviews. Hard-core trainees differed markedly from regular employees in work values. 
They placed less emphasis on the tendency to keep active on the job, the perceived 
social status of being employed, and the intrinsic rewards of work. Disadvantaged 
subjects stressed making money on the job and taking pride in their work more than did 
the regular employees. Significant relationships were found between background charac- 
teristics and work values of the hard core." 

Doctoral dissertation, Bowling Green State University, 1971. 





9- 35 1e152.9 .H88s 1970 
Human Interaction Research Institute. 
A study of successful persons from seriously disadvantaged backgrounds; final report; 
prepared for Office of Special Manpower Programs, U.S. Department of Labor. Washington, 
U.S. Govt. Print. Off., 1971. 133 pp. 
Reports on research into the differences between the disadvantaged person who has 
pulled upward and the one who has not or could not do so. 


9- 36 1e418.3 .H88h 
Humanic Designs Corporation. 
A handbook for upgrading low-skill workers. Manhasset, N.Y., 1971. /Reprinted by/ 
Leasco Information Products, Bethesda, Md., 1971. 107 pp. (ED-055-164) 

"Generalized from the experience of four years of demonstration projects, the handbook 
explains the concept of inplant upgrading and provides guidelines for program planning, 
operations, and evaluation. Comprehensive marketing procedures for selling upgrading 
programs to employers are appended." 

Sponsored by U.S. Manpower Administration. 


9-37 1e428.4 .Hu88u 
Humanic Designs Corporation. 
Upward mobility for the underemployed worker, by John Clarke. Manhassett, N.Y. - 
[Reprinted by] National Technical Information Service, Springfield, Va., 1971. 77 pp. 
(PB- 201-148) 

"Proceedings are given of two seminars conducted by ... one attended by 
representatives of labor unions and one by corporation executives, with highlights of 
the discussions. The objective of the seminars was the interchange of information 
on personnel upgrading theory and practice, contributing to the development of new 
concepts and to manpower policy insofar as relevant new findings emerged." 


9- 38 1e152.9 .M66r 
Minneapolis Rehabilitation Center, Inc. 
Rehabilitating and relocating the hard core unemployed, by Michael D. Nye. Minneapolis, 
1969, [Reprinted by] National Technical Information Service, Springfield, Va., 1972. 
53 pp. (PB199-501) 

‘Between October 1967 and July 1968, the Minneapolis Rehabilitation Center conducted 
its second Labor Mobility Project. It attempted to prepare a sample of 76 unemployed 
or underemployed residents from rural northern Minnesota and to relocate them for 
employment purposes in the metropolitan Minneapolis-St. Paul area." 











DISADYANTAGED (Cont'd) 1e152.9 .Un58£ 
9- 39 
U.S. General Accounting Office. 


Federal manpower training programs--GAO conclusions and observations; Department of 


Labor; Department of Health, Education, and Welfare; Office of Economic Opportunity; 
report to the Committee on Appropriations, United States Senate, by a Comptroller 
General of the United States. Washington, 1972. 58 pp. (B- 146879 


9- 40 Te152.9 .Un58i 
U.S. General Accounting Office, 
Improvements needed in manpower training at the Boston Skills Center; Department of 
Labor, Department of Health, Education, and Welfare; report to the Congress by 
the Comptroller General of the United States. Washington, 1972. 49 pp. 
(B- 146879) 


9- 41 1e152.9 .V28d 
Vanderbilt University. Medical Center. 
Developing and evaluating a system for upgrading educationally disadvantaged 
employees through after hour education; final report. Nashville, 1970, | Reprinted 
by] National Technical Information Service, Springfield, Va., 1972. 13 pp. 
(PB-199-991) . 

"The final report is made of a project to determine the effective methods of 
selecting potential trainees for an unpaid after-hour educational development 
program, to determine effective methods of securing willingness of employees to 
participate voluntarily in such a program, and to determine what upgrading takes 
place following completion of training with the MIND program. It was desired to 
determine what upgrading takes place following completion of the program in terms of 
promotion or exposure to training for a more skilled position, to determine the 
effect of age of the participants in limiting progress and to develop effective 
methods for replacing successful trainees with new people eligible for and willing 
to undergo the same training program." 


EMPLOYEES-- PARTICIPATION IN MANAGEMENT 
9- 42 
Carson, Lain. 
The casual factory. Management review, vol. 61, no. 7, July 1972, pp. 60-62. 

At the Basel, Switzerland, headquarters of Sandoz AG, weekly departmental meetings 
are: held to discuss the work ahead, casual dress is allowed, all employees mix in the 
same restaurant, flexible hours have been introduced, and each worker participates 
directly in the determination of his job description and performance standards. A 
participative approach to salary and performance review for salaried employees is als) 
in effect. 





9- 4 
The ei that runs on individual initiative. Management review, vol. 61, no. 7, 
July 1972, pp. 20-25. 

Case study of a Gaines dog food plant in Topeka, Kansas where operations are 
virtually without job classifications or static work assignments: the plant has three 
work teams and members rotate through the team's various job positions. Results in- 
clude higher productivity, high quality product, motivated employees, low turnover 

and negligible theft or misuse of company property. 
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EQUAL OPPORTUNITY IN EMPLOYMENT 
9- 44 
Aiken, William. 

The black experience in large public accounting firms. Journal of accountancy, vol. 134, 
no. 2, August 1972, pp. 60-63. 
Reports on and evaluates the results of a questionnaire survey conducted by the 
National Association of Black Accountants to ascertain how black accountants employed 

by large public accounting firms view their experiences. The majority of those re- 

{ sponding suggested areas where their firms could improve relationships with black 
professionals. 








9- 45 1e152.9 .B38e 1971 
Becker, Gary S. 
The economics of discrimination. 2d ed. Chicago, University of Chicago Press, 1971. 

j 167 pp. 

In this edition, Professor Becker of the University of Chicago adds three discussions 
as addenda to various chapters and in a new introduction "considers the contributions 
made by others in recent years and some of the more important problems remaining." In- 
cludes chapterson employee discrimination, on employer discrimination, and on consumer 
and (state) government discrimination. 


} 9- 46 le152.Cl12p 1971 

| California. Fair Employment Practice Commission. 

Promoting equal job opportunity; a guide for employers. Rev. San Francisco? 1971. 
8 pp. 


Offers suggestions for making equal opportunity a realitythrough: policy, recruit- 
ment, testing, hiring, training, transfer, upgrading, and follow-up. 


' 

| 9- 47 

Earle, Allan W. 

Five-time loser finally wins. Manpower, vol. 4, no. 7, July 1972,pp. 25-27. 
t 


Case history of a rehabilitated ex-offender. 


; 9- 48 
| Purcell, Theodore V. and Irene W. Rogers. 
Young black workers speak their minds. California management review, vol. 14, no. 4, 


} Summer 1972, ppe 45-51. 
Reports on interviews held with young black men at industrial plants in the Chicago and 
gs Boston areas. Statements convey attitudes about training, supervision, promotion 
the opportunities, etc. 
9- 49 
als Taggart, Robert. 


Manpower programs for criminal offenders. Monthly labor review, vol. 95 
August 1972, pp. 17-23. 

Until recently, the extensive manpower system which serves other handicapped and dis- 
advantaged has largely ignored the complex emp]oyment problems of offenders. Among 
innovative strategies now being tested are pretrial intervention, community treatment, 
training in prison, prison education, work release, postrelease services, and public 
employment. 


, a 8B, 











EQUAL OPPORTUNITY IN EMPLOYMENT (Cont'd) 
9- 50 
Van Brunt, Robert E, 
Supervising employees from minority groups. Training and development journal, 
vol, 26, no. 7, July 1972, pp. 36-38. 

Provides a rational for molding the supervisory and organizational attitudes 
needed for successfully incorporating minority members into the work force. 
Discusses the background, language, communication and motivation differences of 
minority hires, considers the supervisory skills needed to work with them, and 
suggests organizational policies to aid in their assimilation, i 













































ETHICS 

9-51 

Bernstein, Marver H. 
Ethics in government: the problems in perspective. National civic review, vol. 61, 
no. 7, July 1972, pp. 341-347. 

Highlights current problems for state and local personnel and offers guidance 

in the production of guidelines to alert officials and employees to ethical problems 
and dilemmas. 


i 
9- 52 ' 
Professional standards in the public service. Public administration (Gt. Brit.), vol. 50,| 
Summer 1972, pp. 167-182. 
Slightly curtailed version of original report on the need to define professional 
standards expected from public servants. It concentrates on the civil service. a 
fessional standards embrace "the exercise of technical skills, the operation of organi- | 
zational procedures, and ethical standards governing the performance of both." 


- 


EXECUTIVES 


a 
tA John B. and Ronald L. Weiher. 
The well-read manager. Harvard business review, vol. 50, no. 4, July-August 1972, I 
pp. 134-136, 138, 140+ 
Checklist by topic of books, periodicals and guides to information of interest to the 
executive. } 


EXECUTIVES--ABILITIES AND CHARACTERISTICS 
9- 54 Te124.5 C59} 
Cleveland, Harlan. 
The future executive; a guide for tomorrow's managers. New York, Harper and Row, 1972. 
144 pp. 
Addressed primarily but not exclusively to those executive leaders in the public 
sphere, it is Cleveland's conviction that participative management is both desirable ant) 
inevitable. Suggests that executives of the future will be more intellectual, "low-keyed 
flexible and optimistic than those of the past. 





9-55 Id22 .D98e j 

Dyer, Frederick C. and John M. Dyer. 

The enjoyment of management. Homewood, I11., Dow Jones-Irvin, 1971. 187 pp. 
Aimed to help the reader improve his role as a leader and enjoy the challenge of 

managing men and women. 
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EXECUTIVES--ABILITIES AND CHARACTERISTICS (Cont'd) 
9- 56 
Gemmill, Gary R. and W. J. Heisler. 
Fatalism as a factor in managerial job satisfaction, job strain, and: mobility. 
Personnel psychology, vol. 25, no. 2, Summer 1972, pp. 241-250. 
Research among managers in three large corporations is reported in which it 
was hypothesized that belief in the ability to influence the environment would be 
negatively correlated with job strain and positively correlated with job satisfaction 
and positional mobility. Results supported the hypothesis although knowledge of 
the exact nature of the relationships is dependent upon future research. 





9- 57 
Tear, Daniel G. 
Personality and management style. Best's review (life/health insurance ed.), vol. 73, no. 3, 
July 1972, pp. 74, 76, 77. 
Illustrating the way that an executive's underlying psychological needs affect his 
management behavior, Tear describes various managers' needs and styles as found in 
studies conducted at his firm, Nordli, Wilson Associates of Worcester, Massachusetts, 
He comments on the value of the insurance manager's being able to identify a man's 
needs--and thereby predict his management style--when selecting a person for a super- 
visory position. 


9-58 
When executives turn sour. Management review, vol. 61, no. 7, July 1972, pp. 45-47. 
Lists traits which identify the reversal of an executive from a fireball, visionary, 
problem-solving individual to a slowing, lackluster, down-the-middle, stay-out-of 
trouble administrator. Gives possible reasons for the situation and suggests methods 
for his rehabilitation. 
Condensed from Modern Office Procedures, April 1972. 





EXECUTIVES - - HEALTH 
9- 59 
The art (and risks) of social drinking. Executive health, vol. 8, no. 10, 1972, 4 pp. 
Explains the effects of alcohol on the body, lists clues to help management spot the 
problem drinker, and suggests what management can do to help the alcoholic executive. 





EXECUTIVES- -PAY 

9- 60 

Bronstein, Richard J. 
Paying officers of small, investor-owned firms. Compensation review,vol. 4, no. 3, 
Third quarter 1972, pp. 31-38. 

Current practices in remuneration of executives are reported on the basis of a 

1971 survey among venture capital businesses. Relationships of equity positions to 
salaries and the forms of compensation are among topics covered. 





9- 61 
Dearden, John. 
How to make incentive plans work. Harvard business review, vol. 50, no. 4, July- 
August 1972, pp. 117-124. 
"This article provides a framework for planning an incentive system that suits the 
company's structure, whether it is centralized or profit-centered. The author examines 
formulas, bases, deferred payments, and other aspects in terms of fairness to the 
executives and the interests of the company." 








EXECUTIVES--PAY (Cont'd) 





~ 

McSweeney, Edward. 
How much say-so for outside directors? Compensation review, vol. 4, no. 3, Third 
quarter 1972, pp. 10-16. 

"This article is an attempt to look at executive compensation from a different view- 
point--that of an outside director, who, with the other directors, must be held re- 
sponsible for executive compensation but who, as we shall presently see, is a kind of 
fish quite different from those usually responsible for compensation." 


9-63 
Milkovich, George T. and Philip H. Anderson. 
Management compensation and secrecy policies, Personnel psychology, vol. 25, 
no. 2, Summer 1972, pp. 293-302. 
"This article reports results of a study designed to understand more fully 
the relative effects of secrecy and of openness about pay practices. The study 
was a replication of Lawler's previous studies, but it was carried out in a 
company that did not maintain complete secrecy about its managerial compensation 
levels. «eee 
"A number of points are suggested by the results: Openness as well as secrecy 
may cause problems in the area of salary administration; the communication of 
salary information, whether effectively done or not, may lead to increased 
satisfaction with pay; the relationships between secrecy, accuracy of perception, 
and satisfaction is not as simple as previously implied." 


EXECUTIVES- -RESPONSIBILITIES 


9- 64 

Hoole, A.P.T. 
Identification of training needs--training as part of management. Training and edu- 
cation news (Gt. Brit.), no. 10, Summer 1972, pp. 23-26. 

"Training is a function of management which, like other management functions, is 
concerned with the efficient discharge of work. And since management at various 
levels is responsible for the effective performance of individuals, it is also pri- 
marily responsible for seeing that training needs are identified and met." 





9- 65 
Janger, Allen R. 
The vice chairman: a new title for top management, Conference Board record, vol. 9 
no. 7, July 1972, pp. 34-38. 
Results of survey of 27 vice chairmen includes data on why this title is being 
used, reasons for the job,relationships to other staff, etc. 


> 


9-56 
Wilde, Frazar B. and Richard F. Vancil. 
Performance audits by outside directors, Harvard business review, vol. 50, no. 4, 


July-August 1972, pp. 112-116. 

These two veteran board members outline a policy and procedure for formal involve- 
ment of directors in the oversight of management's performance. Proposes an evaluation 
of the management and audit of corporate relationships within the social and political 
environment. Outlines the scope of each. 
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EXECUTIVES- - SELECTION 


9- 67 

Einstein, Kurt. 
Screening executives: the guy who just slipped by. Management review, vol. 61, no. 7 
July 1972, pp. 26-32. 

"The purpose of this article is to expose the counterfeit for what he is, to 

reveal his forms and disguises, and to examine the reasons why he often beats the 
sophisticated screening processes and survives undetected in a management environment 
that is supposedly impervious to penetration by incompetents." 





> 


EXECUTIVES- -~ TRAINING 

9- 68 1e421.9 .An2s 

Andrilla, Joseph J. and Bernard J. McGee. 
A study of the monetary value of the master's degree in management issued by the Naval 
Postgraduate School. Springfield, Va., National Technical Information Service, 1971. 
36 pp. (AD- 721-568) 

"A survey of attitudes and opinions held by various industrial companies was conducted 
to determine; (1) employment opportunities, and (2) possible starting salaries for retired 
officers holding Master's degrees in Management from the Naval Postgraduate School. A 
questionnaire was mailed to selected members of the business community and local govern- 
ment agencies throughout the country.... There was a preference for recently graduated 
civilians over retired officers, although 84% employed retired officers. Forty-two per 
cent showed expected pay ranges from $12,000 to $15,000; twenty-five per cent showed pay 
range from $15,000 to $20,000. The majority indicated that a graduate degree would 
enhance starting salaries from $1,000 to $5,000 annually." 

Master's thesis, Naval Postgraduate School, 1970. 





9- 69 
Beaumont, J. B. 
Shell advanced Management Study Group. Training and education news (Bt. Brit.), 
no. 10, Summer 1972, pp. 6-13. . 
An Under-Secretary in the Scottish Development Department describes a management 
training course he attended in the autumn of 1971. 


9- 70 
Grebenik, E. 
The Civil Service College: the first year. Public administration (Gt. Brit.), vol. 50, 
Summer 1972, pp. 127-138. 
Lecture delivered to the Royal Institute of Public Administration, November 1971 
by the Principal of the Civil Service College. Problems discussed are also found in 
other forms of management education. 


9- 71 1e422 .OL8s 
Olson, Leroy C. 
The status and future of the administrative internship in the United States. Bethesda, 


Md., Leasco Information Products, 1970. 127 pp. (ED-051-564) 

"This document reports on a study to determine (1) the status of the administrative 
internship in 1967-68 University Council for Educational Administration (UCEA) uni- 
versities, (2) university supervisors' perceptions of the future of the administrative 
internship, and (3) the role of the internship in future preparation programs for school 
administrators." 


» 32 
Prescott, R. B. 
Management development--some guidelines from industry. Training and education news 
(Gt. Brit.), no. 10, Summer 1972, pp. 15-19. 
Summarizes views regarding management training and development published by 21 
training boards since passage of the Industrial Training Act, 1964. 








EXECUTIVES--TRAINING (Cont'd) 
9- 73 1e124.9 .R58s 


Rochester. University. Management Research Center. 
Selected manager norms (as of September, 1970) for a program of exercises for manage- 
ment and organizational psychology, by B. M. Bass, R. A. Alexander, and J. Krusell. 
Rochester, N.Y., 1971. /Reprinted by/ National Technical Information Service, Spring- 
field, Va., 1971. 73 pp. (AD-726-744) 

"Normative profiles of managers' responses to 14 small group simulation exercises 
are presented. Individual and group responses to each exercise are summarized for each 
of several countries. The response distributions are reported together with a brief 
description of each exercise and some inferences are drawn from these responses, 
regarding managerial behavior. The report includes a complete bibliography citing all 
known references to each of the exercises." 

Sponsored by Ford Foundation and U. S. Office of Naval Research. 


FREEDOM OF LNFORMATION 
9- 74 S/I 
Federal administrative law developments--1971. Duke law journal, vol. 1972, no. 1, April 
1972, pp. 115-329. 
Includes sections dealing with developments under the Freedom of Information Act, 
rights to a hearing, and procedural safeguards accompanying the right to a hearing-- 
a public "trial". Comments on the Fitzgerald v. Hampton case. 





9- 75 JK271.5 .Un66s 
U. S, Library of Congress. Legislative Reference Service. 
Security classification as a problem in the congressional role in foreign policy; 
prepared for the use of the Committee on Foreign Relations, United States Senate, by the 
Foreign Affairs Division. Washington, U.S. Govt. Print. Off., 1971. 41 pp. (S. com. 
print, 92nd Cong.) 

Data covers origin and legal basis of the present classification procedures, the 
classification system in practice, the effect of the classification system on the 
congressional role in foreign policy and proposals for changing the classification 
system. 


FRINGE BENEFITS 


9-76 1e537 Box 
Arizona. League of Arizona Cities and Towns. 
Salary and fringe benefit survey. Phoenix, 1972. 31 pp. 
Includes the following fringe benefits: overtime, vacations, sick leave, holiday, 
Saturday, work-related courses, mileage, uniform,insurance. 





9- 77 
Bailey, William R. and Albert E. Schwenk. 
Employer expenditures for private retirement and insurance plans. Monthly labor 
review, vol. 95, no. 7, July 1972, pp. 15-19. 
Analysis of data from a 1968 survey indicates that payments for retirement plans 
and for insurance makes up a larger proportion of total employer labor expenditures 
in high-wage, large and unionized establishments. 


9-78 Te59 Box 
Kent State University. Center for State and Local Government. 

Northeast Ohio area public pay survey. Kent, Ohio, 1971. 34 pp. 
Includes data on fringe benefits. 
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FRINGE BENEFITS (Cont'd) 





9- 79 1e537 Box 
Michigan Municipal League. 
Salaries, wages, and fringe benefits in Michigan municipalities over 4,000 population, 
1972. Ann Arbor, 1972. 110 pp. (Information bulletin no. 109 (revised)) 
Fringe benefits covered include: holiday, overtime, shift differential, uniform, 
health and life insurance, mileage, tuition, sick leave, vacation, retirement. 


9- 80 Ie537 .Oh3£ 1970 
Ohio Municipal League. 
Fringe benefits in Ohio cities; hours of work--pay periods as of January 15, 1970; 182 
cities reporting. Columbus, n.d. 9 pp. 


9- 81 1e537 .P38p 
Pennsylvania Economy League. 
Philadelphia municipal employee benefits compared with employee benefits of private 
companies in the area. Philadelphia, Eastern Division, 1972. 64 pp. (Report no. 
361) 
Fringes covered include: paid holidays and vacations; disability, insurance, and 
supplementary benefits; pension plans and social security. 


GOVERNMENT SERVICE AS A CAREER 
9- 82 
U.S. Civil Service Commission. _ 
Can you change this man. Prepared by Bureau of Recruiting and Examining, Washington 
Area Office. Washington, 1972. 4 pp. (Announcement no. WA-2-04) te 
Duties, opportunities and requirements for those interested in filing for 
examination for position as correctional officer. 





Ia11.15 .Un35cw 


9- 83 Ial11.15 .Un42c 1970 
U.S. Department of Commerce. 
Careers in the U. S. Department of Commerce. Washington, U.S. Govt. Print, Off., 1970. 
100 pp. 
Brochure highlights the wide variety of employment opportunities open to the 
college-trained. 


GRIEVANCES 
9- 84 Ie531 .T75g 
Trotta, Maurice S. and Walter W. Bishop. 
Grievance handling for foremen. Ann Arbor, University of Michigan, Bureau of Indus- 
trial Relations, 1969. 115 pp. 
Text on how to minimize and resolve grievances, on grievance procedures and on how 
to prepare a case for arbitration. 


HANDICAPPED 
9- 85 
Badhwar, Inderjit. 
SRS promotion brings mixed reactions. Federal times, vol. 8, no. 23, August 16, 
1972, oe. 6,30. 
Report on problems of handicapped employees in the Federal Government, 
specifically in the Social and Rehabilitation Service. 








HANDICAPPED (Cont'd) 

9- 86 

Black, B. J. 
Rehabilitation of the psychologically disabled worker. Industrial medicine and surgery, 
vol. 41, no. 7, July 1972, pp. 26-28. 

Expresses theory that by dealing first with the problem of work handicap, the patient | 

can be helped in restructuring his life. Calls for use of sheltered work settings, 
the procedures of retraining, and "subsheltered" workshops in which industry and commerce 
set aside certain jobs which, under supervision, can be used as "try outs" for recovering 
patients. 


9- 87 Ie361 .N41h 
Nevada. Employment Security Department. 
Handbook of selective placement. Rev. Carson City? n.d. 81 pp. 
Guide covers the most frequently found handicaps and, for each, indicates the 
significant factors to be considered in employability and placement. 


— 1e361 .N81r 


Northeastern University. New England Regional Rehabilitation Research Institute. 
The rehabilitation of the alcohol dependent; an exploratory study, by Sally L. Perry 
and others. Lexington, Mass., D. C. Heath, 1970. 174 pp. (Northeastern University 
studies in rehabilitation no. 11) 
Chapter 8: Vocational behavior of the alcohol dependent. 


9- 89 
The revolution in attitudes toward drug abuse and alcoholism. Personnel administrator, 
vol. 17, no. 4, July-August 1972, pp. 9-23. 

Contents: Drugs and alcohol in the workforce revolution, by Roseanne Beidler; 
Combating drugs and alcoholism by Joan Pogalies; Drug duse in industry, by John E. 
Ingersol; Pre-employment drug screening, by Alvin Keltz; An effective approach to 
employee alcoholism, by Ross A. Von Wiegand; Diagram of a drug abuser. 


9- 90 
Russell, Harold. i 
The handicapped: progress and priorities. NAM reports, vol. 17, no. 29, July 1972, 
pp. 9-ll. 
The Chairman, President's Committee on Employment of the Handicapped, relates out- 
standing developments in work with the handicapped and reports goals and priorities 
for employment of the handicapped in the future. 


9- 9] 1e568 .173s | 
Trice, Harrison M. and Paul M. Roman. 
Spirits and demons at work; alcohol and other drugs on the job. Ithaca, N.Y., Cornell 
University, State School of Industrial and Labor Relations, 1972. 268 pp. 

Selected chapter headings: Drugs, youth, and the work world; Job-based risks for 
deviant drinking and drug use; Job behaviors of deviant drinkers and drug abusers: 
specific impacts in the work place; Reactions of supervisors to deviant drinkers and drug} 
users; Union-management cooperation and conflict. 


HEALTH MANPOWER 

9-92 

Detmer, L. M. 
Paving the way for new professionals. Hospitals, vol. 46, no. 14, July 16, 1972 
pp. 64-67. 

Outlines reasons that necessitate change in the use of health manpower. Discusses 

six related career and educational issues as well as the impact of technology on health 
careers. 
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HEALTH MANPOWER (Cont'd) 








9- 93 
Endicott, Kenneth M. 
The doctor dilemma. Manpower, vol. 4, no. 7, July 1972, pp. 2-9. 

Maldistribution of U.S. physicians in terms of quantity, geography, speciality and 
race is noted. Discusses federally supported programs aimed at encouraging an expanded 
medical school enrollment, greater practice of family medicine, better geographic distri- 
bution of physicians and expanded enrollment of minority and disadvantaged students. 


9- 94 

Fottler, Myron D, 
Administrative view of manpower utilization in the hospital industry. Personnel 
journal, vol. 51, no. 7, July 1972, pp. 505-510. 

Ten hospital administrators in New York City were interviewed for their opinions 

on personnel utilization in their hospitals. Based on their responses, it appears that 
“there are no economic constraints or incentives which are strong enough to force 
changes in utilization practices." 


g- 95 

Schneider, Daniel J. and Robert Bilgrad. 
A prospective for health manpower planning. Health services reports, vol. 87, no. 5, 
May 1972, pp. 399-405. 

"We have ... set forth a comprehensive perspective for health manpower planning 

which holds that such planning must be (a) population based, (b) outcome oriented, 
(c) integrated as an essential element in health services planning that is inextricably 
joined with other major planning functions such as organization, sociopolitical legisla- 
tion, science, technology, and economic and financial planning, and (d) must identify 
and be responsive to a host of direct and variable influences that shape the career 
development process and define some orderly distribution of all health manpower into a 
deployment matrix." 


9- 96 e425 .P5Un851s 1972 
U.S. National Institutes of Health. 
Selected training programs for physician support personnel. 3rd ed. Washington, 1972. 
86 pp. (DHEW publication no. (NIH) 72-183) 
Programs are listed alphabetically by state and city. Also provides statistics on 
numbers of programs by trainee title, type of institution, length of program, type creden- 
tial awarded, educational and experience requirements, etc. 


HOURS OF WORK 

9-97 

Brassington, William E,. 7 
Five days: the work week that was? Civil service review (Canada), vol. 45, no. 2, 
June 1972, pp. 44-49. . 

Views of management, workers, and unions (including the Public Service Alliance of 
Canada representing Federal employees) concerning advantages and disadvantages of a 
four-day work week. 

Text in English and French. 





9- 98 
Rosenthal, Edmond M. 
Are workers up to the four-day workweek? Management review, vol. 61, no. 7, 
July 1972, pp. 14-19. 
Considers effects of the four-day workweek on worker fatigue, accident rate, moon- 
lighting, and on women's family obligations, the suburban comauter, etc. 
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HUMAN RELATIONS 








9- 99 1e608 .D23s 
D'Aprix, Roger M, 
Struggle for identity; the silent revolution against corporate conformity. Homewood , 
T11., Dow Jones-Irwin, 1972. 193 pp. 

Addressed to professional employees who sense that something has gone wrong with our 
organizations and who wish to protect their "selfhoods." Covers methods for conducting 
human relations and maintaining morale within organizations, and discusses problems as 
they are encountered by the young, the middle-aged and the older executive. 


9- 100 

Dyer, William G. : 
Forms of interpersonal feedback. Training and development journal, vol. 26, no. 7, 
July 1972, pp. 8-12. , 

Identifies some of the major forms of data-sharing processes (feedback) in 

which persons receive from others information about their own behavioral 
performances. Suggests this to be a widely used and misunderstood area particularly 
as articulated in the current training movements involving sensitivity groups, 


T-groups, etc. 


9- 101 | 
Rosen, Anne. 
Gene subordinates play. Supervisory management, vol, 17, no. 7, July 1972, 
si 2-8. . - : 1 1 ti hi s 
Describes certain "games" which people play in their interpersona relations ip 
which they use to conceal real motives, to avoid responsibility, to rationalize 


their actions and to fulfill their needs. 


INDUSTRIAL RELATIONS 
9-102 
Petersen, Donald J, 
Labor trends: white-collar unionization and the Pay Board. Personnel, vol. 49, 
no. 4, July-August 1972, pp. 34-39. 
"White-collar dissatisfaction with the activities of the Pay Board may 
very well be translated into an increase in union organizing activity in the 
months ahead...."" Cites evidence that factors long antedating Pay Board 


policies have added to widespread white-collar and professional worker 
dissatisfaction and discontent, 





INSURANCE, HEALTH 





9- 103 le571 .Un58s 


U.S. General Accounting Office. 
Survey of the application of the government's policy on self-insurance; report to 
the Congress by the Comptroller General of the United States. Washington, 1972. 
148 pp. (B- 168106) 
Includes data on the Federal Employees' Health Benefits Program and the Federal 
Employees' Group Life Insurance Programs. 


9- 104 

Wetmore, Kevin G, 
Improvements in employee health care benefits. Monthly labor review, vol. 95, no. 8 
August 1972, pp. 31-34. 

"This article analyzes health benefits in 50 plans for office employees and 96 plans 
for nonoffice employees in 1971 and reports on changes in these plans since 1969 and 
1966, respectively. Office employees include executive, professional, and clerical 
employees; nonoffice include production and maintenance w 
workers, and sales persons." 
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INSURANCE, HEALTH (Cont'd) 


9- 105 1e569.4 
The following health insurance plans for public jurisdictions were received in the Library: 

Alabama, April 1971. 

Cincinnati, October 1971. 

Colorado, January 1971. 

Connecticut, February 1972. 

Delaware, April 1972. 

Louisiana; December 1971. 

Milwaukee, 1972. 

Minneapolis, n.d. 

Oregon, n.d. 

San Antonio, n.d. 

San Diego city, July 1971. 

San Diego county, 1971-72. 

Seattle, 1971. 

Seattle dental program, April 1972. 

Texas, 1971. 

Washington, 1972. 





INSURANCE, LIFE 














9-106 Te571.4 
The following life insurance plans for public jurisdictions were received in the Library: 

Connecticut, January 1972. 

Delaware, October 1971. 

Louisiana, 1971. 

Milwaukee, n.d. 

Minneapolis, 1969. 

Montana, n.d. 

New Mexico, 1971? 

San Antonio, n.d. 

Seattle, 1967. 


INTERVIEWING 

9- 107 

Dodson, Lana J. 
How's your rapport with job applicants? Supervisory management, vol. 17, no. 7, 
July 1972, pp. 14-19. 

Hints for improving your interviewing techniques to promote an easy exchange 
with job applicants. Covers your behavior and appearance, use of small talk, 
note taking, eliminating interruptions, use of the resume, putting applicant at 
ease and developing a total view. 


JOB_ANALYSTS 

9- 108 

Morsh, Joseph E. 
Quantitative differentiation of jobs. Lackland AFB, Tex., Personnel Research 
Laboratory, 1968. /Reprinted by/ Clearinghouse for Federal Scientific and Technical 
Information, Springfield, Va., 1968. 2 pp. ( AD- 674-968) 


9- 109 1e32.9 .Oh3j 
Ohio, State University. Research Foundation. 
Job analysis approach to criterion equivalence, by Robert J, Wherry. Columbus, 
1956. 12 pp. (AD- 726-977) 

"In former study by Wherry, Ross, and Wolins two job analyses, one on the basis of 
psychological skills required and the other on the basis of job operations performed, 
were used along with other indices to indicate the equivalence of 10 criteria of 
job success. In a second paper the authors made a theoretical analysis and suggested 
further research, The present paper attempts to carry out these suggestions by 
investigating several facets of the problem including types of elements, skills, 
operations, or factors; types of rating; and types of statistical analysis." 


M-Fiche 
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JOB ANALYSIS (Cont'd) 
9-110 
Trimble, W. Eugene and Jurgis Vodopalas. 
Job element what? Journal of Navy civilian manpower management, vol. 6, no. 1, Spring- 
Summer 1972, pp. 16-19. 
Questions and answers for personnel specialists and managers in the job element exami} 
ing procedure for use in matching people with job requirements. 


Qa oir 





JOB ENLARGEMENT 
9- 111 ' 
Sirota, David and Alan D. Wolfson. 

Job enrichment: What are the obstacles? Surmounting the obstacles, Personnel, } 

vol. 49, no. 3, May-June 1972, pp. 8-17; no. 4, July-August 1972, pp. 8-19. 

Among the obstacles to implementing a job enrichment program (which the 
authors discuss in part 1) are managerial resistance to change, technological 
constraints and employee attitudes. Part 2 of the article is devoted to ways 


to overcome such obstacles and examples of the kinds of improvements possible : 
with a successful job enrichment program. 
9-112 1d65 .W17jb 
Walters, Roy W. and Associates, Inc. 
Job enrichment bibliography. Glen Rock, N.J., 1972. 9 pp. 
9-113 1d65  .W17jr | 
I 


Walters, Roy W. and Associates, Inc. : 
Job enrichment results. Glen Rock, N.J., 1972. 12 pp. | 
Evaluates the methods used by several companies with successful job enrichment pro- 
grams. 


9- 114 Id65, .WI17jt 
Walters, Roy W. and Associates, Inc. 
Job enrichment terminology. Glen Rock, N.J., n.d. 10 pp. 
"The purpose of this glossary is to provide a ready-reference guide to the concepts 
involved in both the theory and the implementation of Job Enrichment." 





JOB SATISFACTION 


9-115 1e543.9 .H86i 
Hubner, Walter F. 
Individual need satisfaction in work and non-work; a comparative study of the effects 
of the technology and organization of work. Springfield, Va., National Technical 
Information Service, 1972. 230 pp. (PB- 202-892) } 
"The study attempted to identify the nature of the relationship between organizational 
variables and attitudinal and behavioral reactions of individuals to employment-work. 
Employee needs, satisfaction, non-work activities, and overall attitudes toward company 
and work were assessed through responses to questionnaires; and organizational variables 
were assessed through direct observation and evaluation." 
Doctoral dissertation, University of Wisconsin, 1969. 


9- 116 ; 
Lawler, Edward E., III. 
Worker satisfaction, job design and job performance. Good government, vol. 89, no. 2; 
Summer 1972, pp. 12-15. 
Research findings suggest that adults experience intrinsic satisfaction and motiva- 
tion on tasks high in variety and when they are given autonomy, task identity and i 
feedback. These dimensions affect work quality more than productivity and induce satis- | 
faction, involvement and low absenteeism; however, they have little impact on interpersom 
dimensions of employment. It is pointed out that many managerial jobs are low in these ; 
dimensions and that the supervisor is often the major block to job enrichment. 
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LABOR MANAGEMENT RELATIONS (PUBLIC SERVICE) 








9- 117 

Council on Labor Law and Labor Relations. 
Federal Bar Association Task Force I report--E.0. 11616. Labor law journal, 
vol. 23, no. 7, July 1972, pp. 414-424, 

"In this article, The Council on Labor Law and Labor Relations of the Federal Bar 
Association analyzes ... the specific amendments to E.O. 11491 by £.0. 11616. .«< 
Concentrates on the operation of the Federal Labor Relations Council and offers its 
recommendations for further improvement of the federal labor relations programs." 


9- 118 Ie621 .H3lse 1971 
Hawaii. University. Industrial Relations Center. 

Selected references on public employee collective bargaining with emphasis on the 

state level, by Helene Shimaoka. Honolulu, 1971. 47 pp. 


9-119 Ref. Ie621 .P91p 
Prentice-Hall, Inc. 
Public personnel administration; labor-management relations. Englewood Ciiffs, N.J., 
Prentice-Hall, 1972. lL ¥. (looseleaf ) 
Not available on Interlibrary Loan. 


9-120 

Rump, C. W. 
Employer-employee consultation in the public service, 1944-1972. Civil service review 
(Canada), vol. 45, no. 2, June 1972, pp. 6-17, 48. 

Reviews the background and events leading to the establishment of the National Joint 
Council of the Public Service of Canada, its organization, functions and achievements. 
Concludes that it "has served a most useful purpose an an effective forerunner to full 
collective bargaining, and that it continues to serve as a very worthwhile supplement to 
that process in the interests of the continuing and necessary development of mutually 
harmonious employer-employee relationships in the Public Service." 

Text in English and French. 


9- 121 le621 .Sals 
Sabghir, Irving H. 
The scope of bargaining in public sector collective bargaining (with special reference 
to experience under the Taylor Law); a report sponsored by the New York State Public 
Employment Relations Board. Albany, New York State Public Employment Relations Board, 
1970. 159 pp. 
Summarizes statutory experience, surveys scope of New York State bargaining and gives 
management and union attitudes towards public sector bargaining. 


9- 122 Ie531 .Un35s 1972 
U.S. Civil Service Commission. 
The supervisor's guide to labor relations in the Federal government. 4th ed. 
Prepared by Bureau of Training, Labor Relations Training Center. Washington, 1972. 
26 pp. 

Chapters cover contract negotiations, contract language, handling grievances and 
arbitration, strikes and other job actions, and activities forbidden by Executive 
Order. 

No copies available. 


9- 123 Ie621 .W27p 

Washington (State). Legislature. Public Employees Collective Bargaining Committee. 
Public employees collective bargaining in Washington; the first biennial report 
submitted to the 42nd session of the.... 2nd rev. ed. Olympia, 1971. 121 pp. 











LABOR TURNOVER 


9- 124 
Carr, Clay B., Jr. 
Total turnover. Personnel journal, vol. 51, no. 7, July 1972, pp. 524-527. 
The thesis of the article is that the measurement of external turnover alone is in- 
adequate and that management also needs a picture of employee movement within the or- 
ganization. Advantages of such a total system are explained. 








9- 125 

Lefkowitz, Joel. 
Differential validity: ethnic group as a moderator in predicting tenure. 
Personnel psychology, vol. 25, no. 2, Summer 1972, pp. 223-240. 

Discusses the administration of a test program in a manufacturing organization to | 

aid in the solution of a problem of excessive turnover among factory workers in 
which differential validity model with identified ethnic group as the moderator was 
utilized. 


9- 126 
Lyons, Thomas F, 
Turnover and absenteeism: a review of relationships and shared correlates, 
Personnel psychology, vol. 25, no. 2, Summer 1972, pp. 271-281. 
Reports on a review of research, Turnover and absenteeism proved to be related 
and a progression of high absenteeism followed by eventual turnover was identified 
in a number of the research studies. 


9- 127 
Turnover rate for office personnel drops 7%. Administrative management, vol. 33, no. 7, 
July 1972, pp. 38-40. 
Charts from the fifth biennial survey conducted by the Administrative Management i 
Society which show turnover statistics for office personnel in the U.S. and Canada 
during 1971. 


LEADERSHIP 
9-128 1d34 .K76p} 
Knowles, Henry P. and Borje 0. Saxberg. | 
Personality and leadership behavior. Reading, Mass., Addison-Wesley, 1971. 164 pp. 
An exploration of the human relationships which link individuals together in or- 
ganizational: society. Covers methods of leadership, cooperation and communication, and | 
discusses training methods for altering human relationships. i 


MANAGEMENT 
9- 129 
Kafka, Vincent W. 
A motivation system that works both ways. Personnel, vol. 49, no. 4, July-August 
1972, pp. 61-66. I 
Describes the "perceptive management system“ of Pacific Gas and Electric 
Company which guides the manager in analyzing the personal needs of his emnlovees 
and in satisfying those needs. 


9-130 Id22 .K83p 1972 | 
Koontz, Harold and Cyril O'Donnell. : 
Principles of management; an analysis of managerial functions. 5th ed. New York, 

McGraw-Hill, 1972. 748 pp. 
Presents basics of an operational theory of management: planning, organizing, staff- 
ing, directing and controlling. Updates previous editions. 
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MANAGEMENT (Cont'd) 





9- 131 
McConkey, Dale D. 


Staff objectives are different. Personnel journal, vol. 51, no. 7, July 1972, 
pp. 477-483, 537. 

McConkey finds management by objectives to be as suitable to staff positions as to 
line positions but notes that there are differences in both structure and application. 
He explains the role of MBO for the staff manager. 


9- 132 
Petit, Thomas A. 


9- 


Systems approach to management theory. Journal of systems management, vol. 23, no. 7, 
July 1972, pp. 32-34. 

Suggests that a systems approach offers a basis for a general theory of management 
since the systems concept is basic in the five schools of management thought. Such a 
systems theory would focus on the coordination functions of decision making, planning, 
design, adaptation, and leadership. 


133 


Schleh, Edward C. 


Grabbing profits by the roots: a case study in "results management. 
review, vol. 61, no. 7, July 1972, pp. 2-13. 

Defines results management as "a series of principles that act as a kind of catalyst 
to reduce the negative pressures and increase the positive ones so that the firm can in- 
crease the return from the large reservoir of ability that lies dormant in its management 
peopte." This step by step case study is of a 13 state regional operation of the 
American Oil Company. 


Management 


MANAGEMENT IMPROVEMENT 





9- 134 
Altizer, Harrell B. 


9- 


Effective management requires emphasis on people performance. Defense management 
journal, vol. 8, no. 2, July 1972, pp. 57-59. 

DOD is utilizing decentralization and delegation of authority, participative manage- 
ment, motivation and performance measurement to encourage personnel to improve their 
performancesand increase their capacities for further development. 


135 Iall.1 .Un58i 1971 


U.S, General Accounting Office. 


Improving management for more effective government; 50th anniversary lectures of the 
United States General Accounting Office, 1921-1971. Washington, U.S. Govt. Print. 
Off., 1971. 285 pp. 

Selected contents: Views on improving management for more effective government, 
by George P, Shultz; Leadership evaluation in large-scale efforts, by James E. Webb; 
The lawyer in government, by Harold Levanthal; The construction and use of productivity 
measures for Federal agencies, by John W. Kendrick; Improving public understanding of 
government affairs, by Hugh Sidney; The growing of public executives, by Harlan Cleveland; 
The uses and limitations of experts, by John J. Corson; and The uses and limitations of 
experts, by Alan L, Dean. 

136 1d86 .Un25i 
S. Office of Management and Budget. 

Improving Federal productivity; project sponsored jointly by the ..., Civil Service 
Commission, and General Accounting Office. Washington, 1971. 114 pp. 

Contents: Chap. 1, Department of State--policy analysis and resource allocation 
system; chap. 2, Department of Health, Education, and Welfare--operational planning 
system; chap. 3, Performance management system: OMB overview; Department of Justice-- 
Bureau of Narcotics and Dangerous Drugs; chap. 4, Department of Transportation (FAA)-- 
goals oriented approach to planning and operations; chap. 5, The nature and use of 
effectiveness measurement of government programs--three examples; chap. 6, Department 
of Labor (Manpower Administration)--evaluation of manpower programs; chap. 7, 

Overview panel session. 
Proceedings of the Workshop on Effectiveness Measurement, November 18 and 19, 1971. 
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MANPOWER PLANNING 
9- 137 
Ginzberg, Eli. 
The role of training in national manpower policy. Training and development 
journal, vol. 26, no. 7, July 1972, pp. 30-34. 

In a keynote address to ASTD's 28th annual national conference at Houston, 
Texas, Ginzberg calls attention to critical areas that relate to manpower training 





a es 


in the U.S. Stating that we are "child-mad"," gadget-mad","degree-mad", and Mspending-mad", J 


questions what this means in manpower training.and suggests answers. Challenges 
ASTD to actively work with the private, the governmental and the nonprofit sectors 
in designing and operating effective local training systems. 


9-138 1d228 .109d 
Iowa. State Manpower Development Council. 
The development of a comprehensive system of human resource development for Iowa. 
Des Moines, 1969, [Reprinted by] Nati onal Technical Information Service, 
Springfield, Va.,1972. 138 pp. (PB-199-177) 


"The purpose of this three-year demonstration manpower project was to establish 
a manpower development council for the promotion of full use of human resources of 
the state of Lowa. A coordinated inter-agency approach was adopted and the Council 
acted as the coordinator, designer, developer, and implementer of numerous federal 
xegional and state manpower programs." : 


y- 139 1d228 .M56e 
Mestre, Eloy R. 


Economic minorities in manpower development. Lexington, Mass., D. C. Heath, 1971. 160 pp. 


Examines manpower development with particular reference to the American economy 
and its potential for assisting economic minorities to improve their position in the 
socio-economic structure. Also explores the role of labor mobility and resettlement 
programs as manpower development techniques. One chapter is devoted to the resettle- 
ment program for Cuban National Refugees. 


9- 140 1d228 Box 
New York (State). Department of Labor. 
Annual manpower planning report, fiscal year 1973. Albany, 1972. 73 pp. 

Provides following data: economic developments and outlook, population characteris- 
tics, employment developments by industry and occupation, trends in unemployment, man- 
power service needs, characteristics and employment barriers of the disadvantaged, 
and characteristics of nondisadvantaged Negroes and veterans. 


9- 141 1d228 Box 
Oregon. Governor's Manpower Planning Council. 
Comprehensive manpower plan; fiscal year 1973; a report on the correlation of needs 
and resources under the cooperative area manpower planning system. Salem, 1972. 
90 pp. 
Describes Oregon economic conditions, population and occupational makeup, and 
details policy and funding recommendations. 


9-142 

Treires, James J. 
How good are activities' estimates of new hires? Journal of Navy civilian manpower 
management, vol. 6, no. 1, Spring-Summer 1972, pp. 23-30. 

“Where Navy headquarters planners use the broad and comfortable highway of long- 
range manpower planning, field activity managers, treading the far more dangerous road 
of short-range forecasting, come up with surprisingly accurate estimates of annual man- 

power requirements." 
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MEDICAL CARE 


9-143 
Lipana, Jose G., Richard L. Masters and William R. Winter. 





An operating environnental health program. Industrial medicine and surgery, vol. 41, 


no. 7, July 1972, pp. 7-12. 
; Outlines the medical and environmental health program being conducted at the NASA 
Flight Research Center. Elements of the program include comprehensive medical care, 








d", preventive medicine, periodic medical evaluations,emphasis on physical fitness, research 
on work stress and epidemiological studies. 
MIDDLE MANAGEMENT 
9-144 
Kavanagh, Michael J. and David R. York. 
Biographical correlates of middle managers' performance, Personnel 
psychology, vol. 25, no. 2, Summer 1972, pp. 319-332. 
eee''This study had three purposes: (a) investigation of the relationship of 
personal history information to middle manager performance; (b) the examination of 
the various rating dimensions or traits in reference to specific biographical 
items; and (c) the comparison of the relationships of biographical items and 
performance ratings made by superiors to those biographical items related to 
subordinate ratings. The latter two investigations and interpretations were based on 
post hoc judgments," 
MOBILITY, OCCUPATIONAL 
) pp. 


9-145 1e391 .B74u 
Brecher, Charles. 
Upgrading blue collar and service workers. Baltimore, Johns Hopkins University Press, 
1972. 113 pp. (Policy studies in employment and welfare no. 12) 

An investigation of upgrading possibilities among New York City blue collar workers 
in the apparel, food, health, construction and transit industries. The discussion of 
upgrading has been moved "from the ideological-moralistic plane ... to the more mundane, 

' analytical sphere of manpower economics." 


9- 146 1e389 .K67t 
Kleibrink, Michael C. and David C. Ruesink. 
Training and relocation of Mexican Americans; implications for manpower policy. 
Bethesda, Md., Leasco Information Products, 1972. 15 pp. (ED- 054-881) 

"In this study, the importance placed by the relocated individual on various kinds of 
Opportunity structures is analyzed along with the changing perceived social status in 
the sending and receiving communities. The data from 140 relocatees are presented in a 
post-factum analysis, but reveal that opportunity structures that avoid social impedi- 
ments to raising status are more important to this group than those removing economic 
barriers. Furthermore, most of those who stayed on their new jobs and most of those 
who left felt that they were better off in the receiving community. The authors use 
these data to develop a model for policy use and further research." 

Paper presented at the Rural Sociological Society Meetings in Denver, Colorado, 
August 27, 1971. 


eT 


9- 147 
Problems of relocation. Civil service review (Canada), vol. 45, no. 2, June 1972, 
pp. 50-55. 


As a result of the Government Organization Acts af 1969 and 1970, a number of reloca- 
tions of Canadian public servants has resulted. Discusses possible effects on the 
government, on the personnel, takes a look at how industry compensates its relocating 
employees, and spells out Canadian government regulations. 

Text in English and French. 
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9- 148 
Crosstides in mainstream. Manpower, vol. 4, no. 7, July 1972, pp. 29-32. 


Evaluation of Operation Mainstream by Kirschner Associates, Inc., of Albuquerque, New 


Mexico, reveals that it works well when it focuses on helping elderly workers by assign- 
ing them work in community service agencies. When the objectives of training and place- 
ment are added, the program is less successful. 


9- 149 Tel56 .K38a 
Kennedy, John F., Family Service Center, Inc. 
The aging worker; insights into the Massachusetts problem. Boston, 1969, 
[Reprinted by] National Technical Information Service, Springfield, Va., 1972. 
101 pp. (PB-199-176) 

"The report discusses the problems of the worker 45 years of age and older in 
obtaining and maintaining employment in the state of Massachusetts. It also assesses 
the feasibility of redirecting and reactivating the older worker toward employment 
with the aid of job counseling and placement, job development, and comprehensive 
supportive services such as medical, surgical, dental, and psychiatric care." 


9- 150 Ie716 .N91p 

National Retired Teachers Association and American Association of Retired Persons. 
Project Late Start; final report, prepared for the Office of Economic Opportunity. 
Washington, 1971. 1 v. (PB 202829) 

"An evaluation was made of a pilot project that attempted to deter or eliminate the 
total dependency of older persons through the development of latent skills, by rais- 
ing the level of involvement in community affairs,and by informing older persons of 
services available to assist with their problems." 


9-151 Te156 .Oh3w 
Ohio State University. Center for Human Resource Development. 
Withdrawal from the labor force by middle-aged men, 1966-67, by Herbert S. Parnes 
and Jack Meyer. Columbus, 1971. |Reprinted by] National Technical Information 
Service, Springfield, Va., 1972. 32 pp. (PB- 206-116) 
"This report presents an intesive analysis of the characteristics of 98 
middle-aged men who withdrew from the labor force between the summer of 1966 
and the summer of 1967. The sample of the study is representative of one-fourth 
of a million men in the U.S. population between the ages of 45 and 59 whose labor 
market status changed between the two dates. 
It was found that hardly any of the sample cases were voluntary retirements, 
Poor health combined with unemployment and limited education were mostly responsible 
for the withdrawal." 


ORGANIZATIONS 


9- 152 

Duncan, W. Jack. ; 
Order and innovation: a new look at bureaucracy. Personnel journal, vol. 51, no. Ba 
July 1972, pp. 518-523. : 
Offers a synergistic model for combining the strengths of bureaucratic organiza- 

tions with those of laissez-faire structures. Duncan views such a compromise as most 

applicable in firms with technically and professionally trained employees. 
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ORGANIZALIONS (Cont'd) 
9- 153 
Fifield, Fred. 
The value of value analysis as an administrative tool. Personnel, vol. 49, no. 4; 
July-August 1972, pp. 27-33. 

Describes administrative value analysis (AVA) as "a management tool used to 
analyze an organization for effectiveness and optimum return on investment by 
defining and assessing the functions, activities, and tasks at any level and 
then measuring their value to the corporation." Lists benefits of AVA and 
essential steps in making it work, and discusses its potential. 


Q9- 154 
Grossman, Lee. 
The business facts of life! Manage, vol. 24, no. 7, July-August 1972, pp. 6-14. 

Points out that to get along employees must adjust to "business facts of life" such as 
the need for making profits and the inevitability of organizational conflict. Meanwhile 
management's decisions might be different if they could be viewed from the employee's 
perspective. 


9- 155 
Gruber, William H. and John S. Niles. 
Put innovation in the organization structure. California management review, vol. 14, 
no. 4, Summer 1972, pp. 29-35. 
Outlines a technique for converting management science into management technology 
for the purpose of increasing innovation within the organization. The authors suggest 
a three-part management innovation unit Its operation is described. 


9- 156 
Laughlin, Thomas C. and Daniel P. Kedzie. 
Organization planning. Best's review (life/health insurance ed.), vol. 73, no. 3, 
July 1972, pp. 70, 72-73. 
Analyzes factors to be taken into consideration in order to do an effective job 
of organization planning. 


9- 157 Id72 .R36c 
Rice, George H., Jr. and Dean W. Bishoprick. 

Conceptual models of organization. New York, Appleton-Century-Crofts, 1971. 216 pp. 
Presents "a variety of organizational models, each of which can be used under 
appropriate conditions to ... describe an existing organization and predict its be- 
havior or to serve as a blueprint for the designing of new organizations to do specific 

jobs in particular social or technical environments." 


9- 158 Id72 .St4r 
Stewart, Rosemary. 
The reality of organizations; a guide for managers and students. Garden City, N.Y.., 
Doubleday, 1972, c. 1970. 222 pp. 
The author aims to help the manager understand organizational problems and know the 
advantages and disadvantages of different ways of handling them. Covers problems of 
relationships, of balance, and of change. 


ORIENTATION 


9- 159 
Wittman, Harry H. 
You and the new employee. Supervision, vol. 34, no. 7, July 1972, pp. 3-5. 

Proposes that the supervisor meet with each new employee before he ever begins work 
to discuss rules of conduct such as neatness and proper attire,cheerfulness, proper 
performance of duty, avoidance of daydreaming, physical and mental fitness, coopera- 
tion and teamwork, thorougmess, fellowship and use of common sense. 
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OVERSEAS PERSONNEL 





9- 160 

Kreutz, Gary. 
International compensation--a game of relationships. Compensation review, vol. 4, 
no. 3, Third quarter 1972,pp. 25-30. 

Discusses three facets of compensation policy in a U.S. international operation: 
pay for U.S. nationals, pay for host country nationals and pay for third country 
nationals. Advocates a compartmentalized compensation scheme pointing out that "we 
can have equal compensation only when we live in an equal world." 


9- 161 

Stoner, James A. F., John D. Aram and Irwin M. Rubin. 
Factors associated with effective performance in overseas work assignments, 
Personnel psychology, vol. 25, no. 2, Summer 1972, pp. 303-318. 

Reports findings of a study which investigated factors associated with the 
effective performance by young male business and law school graduates who 
participated in a managerial technical assistance program in Africa and Mauritius. 
Among findings were that the setting of consistent and accurate initial 
expectations about the work situation were of great importance, that a wife's 
positive role was important, and that ratings by field supervisors and 
participants and program administrators tended to coincide. 


PAY 

9-162 

Sternlieb, Steven and Alvin Bauman. 
Employment characteristics of low-wage workers. Monthly labor review, voi. 95, no. 7, 
July 1972, pp. 9-14. 

Low wages were found to be associated with service and retail trade industries, 

employment for less than 35 hours a week, location in the South, and with establishments 
not unionized or subject to the minimum wage provisions of the Fair Labor Standards Act, 


9- 163 HD8051 .A4 No. 1312-8 1909-71 
U.S. Bureau of Labor Statistics. 
Employment and earnings, United States, 1909-71. Washington, U.S. Govt. Print. Off., 
‘S72. 688 pp. (Bulletin 1312-8) 

"Presents detailed industry statistics on the Nation's nonagricultural work force. 
Included are monthly and annual averages on employment covering all employees, women, 
production workers in manufacturing and mining, construction workers in contract con- 
struction, and nonsupervisory workers in the remaining private nonmanufacturing in- 
dustries. Also shown are average weekly and hourly earnings, average weekly and over- 
time hours, and labor turnover rates.... 

"This edition introduces data on employment, hours, and earnings for nonsupervisory 
workers in hospitals. ... In addition, production workers weekly overtime hours in 46 
four-digit manufacturing industries also are being published for the first time." 
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9- 164 Ie55 .Un25fs 1972) 


U.S. Office of Management and Budget. 
Comparison of Federal salaries in the statutory pay systems; message from the President 
of the United States transmitting the annual comparison of Federal salaries in the 


statutory pay systems to the salaries paid in private enterprise.... Washington, 1972. 
13 pp. (H. Doc. 92-332). 


Federal statutory pay systems, pp. 2-13. 
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PAY (Cont'd) 
9-165 

U. S. President, 1969- (Richard M. Nixon). 
Comparability of Federal and private enterprise salaries. 


9- 166 


The following pay plans of public jurisdictions were received in the Library: 


Alabama, February-June 1972. 
Arizona, 1971-1972. 
Arizona cities and towns, February 1972. 


Bay area salary survey (counties of Alameda, Contra Costa, 
Marin, San Francisco, San Mateo, Santa Clara), March 1972. 


California, n.d. 


California county welfare departments, February 1972. 


Chicago, 1972. 

Cincinnati, 1972. 

Colorado, July 1972. 

Colorado salary studies, 1971. 
Dallas, November 1971, 


Florida, January 1972. 
Georgia, April 1972. 
Hawaii, September 1971. 
Illinois, December 1971, 
Jacksonville, October 1970. 
Kansas, January 1972. 
Kansas City, Missouri, n.d. 
Louisiana, July 1970. 
Maine, September 1971. 
Maryland, April 1972. 


Michigan municipalities over 4,000 population, 1972. 


Milwaukee, June 1972. 
Minneapolis, January 1972. 
Minnesota, November 1971. 
Mississippi health employees, July 1971. 
Missouri, July 1971. 

New Jersey, June 1972. 
North Carolina, July 1972. 
Northeastern Ohio, 1971. 
Ohio, March 1972. 
Oklahoma, February 1972. 
Oregon, 1972. 

Phoenix, July 1971. 


Rhode Island, 1971. 
Rhode Island city governments, 1971. 
Rhode Island town governments, 1971. 
San Antonio, 1971-72. 

Seattle, 1972. 

South Carolina, 1972, 

Washington, July 1971. 

West Virginia, July 1972. 

Wisconsin, 1971-1972. 





Weekly compilation of 
Presidential documents, vol. 8, no. 32, August 7, 1972, p. 1196. 

The President's message to the Congress transmitting the annual report, August 1, 
1972. 
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PERFORMANCE EVALUATION 


9- 167 

Blanz, Friedrich and Edwin E. Ghiselli. 
The mixed standard scale: a new rating system. Personnel psychology, vol. 25, 
no. 2, Summer 1972, pp. 185-199. 

Reports on an investigation to determine if a scale developed in Finland for 
use among workers could be applied to personnel at the managerial level in the 
U.S. The accuracy of the ratings achieved was found to be good, the scale proved 
as effective in rating managerial personnel as workers, and as useable in the 
U.S. as in Finland. 





9- 168 
Heneman, Herbert G., III and Donald P. Schwab. 
Evaluation of research on expectancy theory predictions of employee performance. 
Psychological bulletin, vol. 78, no. 1, July 1972, pp. 1-9. 
Summarizes formulations of expectancy theory proposed by Porter and Lawler and 
reviews field studies testing expectancy theory hypotheses. Concludes that the research 
to date has been inadequate and suggests means for improvement. 


y- 169 

Sheridan, Albert J. and Robert E. Carlson. 
Decision-making in a performance appraisal situation. Personnel psychology, 
vol. 25, no. 2, Summer 1972, pp. 339-351. , 

Reports on an investigation among life insurance agents which "failed to 
demonstrate that judges use performance data as cues in other than linear 
combinations. However, the lack of nonlinear use of the information is not 
attributed to the subjects or the type of data employed, but rather to the statistical 
and procedural methodology.... 

"A by-product of the research was the researchers! observations of the effectiveness 
of the technique in quantifying judgments and the increased effectiveness of the 
committee members once their judgments were quantified." 


PERSONNEL ADMINISTRATION 


9- 170 
Gordon, Michael E. 





Three ways to effectively evaluate personnel programs. Personnel journal, vol. 51, no. jj 


July 1972, pp. 498-504, 510. 

In Gordon's view, too few companies take the necessary steps to evaluate their per- 
sonnel programs. He suggests some of the reasons for this neglect and the conditions 
conducive to effective evaluation. 


9- 171 Iell .P68r 
Pittsburgh. University. Graduate School of Public and International Affairs. 
Report of the first seminar on personnel systems (3 February-11 May 1972); Institute of 
Training and Development. Pittsburgh, 1972. 244 pp. 
Stresses concept of personnel administration as a total over-all process. Compares 
and analyzes personnel subsystems such as classification,compensation, fringe bene- 


fits, performance appraisal, placement, promotion, recruitment, training and retirement. 


H. Spencer Faircloth, program leader. 


PERSONNEL UTILIZATION 
o- 192 
Albano, Charles. 
Some sure-fire ways to lose trainees. Supervisory management, vol. 17, no. 7, 
July 1972, pp. 9-13. 
Isolates such factors in supervisor-trainee relationships as under-utilization, 
lack of recognition, and poor training which cause much of the disillusionment 
leading to high turnover. 
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PERSONNEL UTILIZATION (Cont'd) 





9- 173 

Hoose, James W,. 
Home remedy for a tight labor market. Personnel journal, vol. 51, no. 7, July 1972, 
pp. 495-497. 


The Michigan Seamless Tube Company has organized its own in-house temporary employ- 
ment system. Two programs, The Tem-Typers and the Temporary Evening Draftsmen (TEDs), 
provide the company with typists, clerks, nurses, draftsmen, technicians, etc. for 
short term work. This system operates with greater efficiency and less cost than 
either additional permanent employees or use of outside manpower agencies. 


9- 174 

Kotter, John P, 
Managing the joining-up process. Personnel, vol. 49, no. 4, July-August 1972, 
pp. 46-52. 

Case history of a young trainee's disastrous employment experience. 

Identifies ten problem areas common to the orientation period, suggests training for 
supervisors of trainees, careful selection of projects, workshops to improve 
relationships between supervisors and trainees, and assignment of a specialist to 
monotor the ongoing program. 


9- 175 
Orientation increases the productivity of temporary office employees. The Office, 
vol. 72, no. 2, August 1972, pp. 67-68. 

Staff Builders, Inc., a national temporary help service, has instigated an orientation 
program designed to indoctrinate temporaries in the history, activities, products or 
services and personnel policies of the companies to which they are assigned. Both en- 
ploying companies and the employees are finding the program to be highly successful. 


9- 176 
Tracy, Lane. 
Postscript to the Peter Principle. Harvard business review, vol. 50, no. 4, July- 
August 1972, pp. 65-71. 
This satirist asks how, if every employee rises to his level of incompetence, 
organizations still function. Suggests that "parahierarchies" of subordinates keep 
organizations afloat and calls for the design of more efficient horizontal hierarchies. 


PLACEMENT 
9- 177 
Aun, Emil M. 
Remodeling the Employment Service. Manpower, vol. 4, no. 7, July 1972, pp. 16-22. 
The Comprehensive Manpower Office, less than three years old "seeks to restructure 
the local employment service office so that each jobseeker receives services tailored 


to his own needs." Summarizes study done for the Manpower Administration by Abt Associates 
which indicates a record of solid achievement for this newly restructured service organi- 
zation. 

9- 178 

Schoennauer, Alfred W. 
Matching man and job in a system perspective. Personnel journal, vol. 51, no. 7, 


July 1972, pp. 484-487. 

Presents a systems approach for matching the man to the job. Shows how both the 
"man systems" and "job systems" can be adjusted and suggests that the approach has 
implications for employing the disadvantaged. 











PLACEMENT (Cont'd) 
9- 179 1e358 .Un665j 








PUE 

U.S. Manpower Administration. BS 9.: 

The job bank; using a computer to bring people and jobs together. Washington, U.S. int 
Govt. Print. Off., 1971. 16 pp. 

Tells how computerized job banks are transforming the process of bringing people 
and jobs together. 

' 9 yi 
POSITION CLASSIFICATION a 
5-180 
Position description: a key to finding good executives. Best's review (life/health 
insurance ed.), vol. 73, no. 3, July 1972, pp. 78-79. 

Presents five basic steps in composing a useful executive position description as 

developed from interviews with three company officials. 

PROFESSLONAL EMPLOYEES 

9- 181 

Meyer, Herbert H. 
The future for industrial and organizational psychology: oblivion or millennium? > 
American psychologist, vol. 27,no. 7, July 1972, pp. 608-614. Pe 

Draws attention to the acceleration of human problems confronting society and calls 
on higher education to restructure its master's degree program as a vehicle for training 
the needed practitionersin the field. 

I 
PROMOTLON 
9- 182 
Dukes, Carlton W. 
EDP personnel file searching: a variable parameter approach. Personnel, vol. 49, - 
no. 4, July-August 1972, pp. 20-26. = 

Describes an ADP technique which enables the user to rely on more objective 9. 
search processes in selecting the "ideal" candidate for promotion, in considering He 
the marginal yet acceptable candidate, and in determining the areas and extent of 
inadequacies. 

PUBLIC ADMINISTRATION 

9-183 i 

Barnes, Carl and Andrew W. Boesel. 9 
Manpower management in the District of Columbia. Good government, vol. 89, no. 2, R 
Summer 1972, pp. 1-8. 

Highlights some of the principal problems which affect the personnel operations of this) 
metropolis and summarizes major findings and recommendations of the congressionally 
authorized Commission on the Organization of the Government of the District of Calumbia 
(commonly referred to as the "Little Hoover Commission"). 

9- 184 S/I 
Cramton, Roger C. 
A Federal ombudsman. Duke law journal, vol. 1972, no. 1, April 1971, pp. 1-14. 

Remarks by the Chairman of the Administrative Conference of the United States de- RB 
livered to the Administrative Law and Procedure Committee at the Federal Bar Association f 9. 
annual meeting in New Orleans, Louisiana, on September 9, 1971. ; B 

9- 185 
Frank, Bernard. 
The ombudsman concept is expanding in the U.S. National civic review, vol. 61, 
no. 5, May 1972, pp. 232-235. } 

Surveys mechanisms to handle complaints against governments as they exist in a 

variety of U.S. jurisdictions (cities, school districts, counties, states, etc.) i 9. 
D 
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PUBLIC ADMINISTRATION (eont'd) 
9- 186 1e412 .In8g 1972-73 
International City Management Association. 
Guide to schools offering graduate study in public administration with special empha- 
sis on administration of local government, 1972-1973. Washington, 1972. 104 pp. 


9- 187 le412 -N2Ipu 
National ASsociation of Schoolsof Public Affairs and Administration. 


Public affairs and administration programs; 1971-72 survey report. Washington, 1972. 


114 pp. 
"The National Association of Schools of Public Affairs and Administration conducted 
a survey of public affairs and administration programs (PA/A) in Fall 1971. The 


purpose of the survey was to estimate the numbers and dimensions of PA/A programs in 
the United States. This report contains profiles of teaching units with on-going pro- 
grams at either the undergraduate or graduate levels. An appendix containing totals 
and frequency distributions relating to enrollments, number of faculty and program 
requirements is also included." 


9- 188 
Peterson, Peter G. 
The challenge of managing the future. Good government, vol. 89, no. 2,Summer 1972, 
ng PP. 9-11. 
} The Secretary of Commerce states that "if we are to manage the future rather 
than be managed by it, those of us in the bureaucracy, starting at the Cabinet level, 
must decide that the future may well be our most important business." 

Reprints speech before the 18th Career Service Awards Program of the National Civil 
Service League. 


a 


RECRUITMENT 
9- 189 
Harris, Cynthia A. 
Recruitment? Journal of Navy civilian manpower management, vol. 6, no. 1, Spring- 
Summer 1972, pp. 20-22, 30. 
Review of college recruitment visits, hires and costs,and of participation in “ 
cooperative education programs. Discusses recruitment implications as evidenced by 


; the trend of increasing hires among women and minority member's. 
9-190 Iel62 .R24r 1972 
Recruiting Trends, 
this! The recruiter's encyclopedia; a practical -continuously updated--source book on 
every aspect of recruiting, ed. by Philip Farish. Chicago, 1972. lv. (looseleaf) 


Provides outlines, guides, and lists of information on problems such as managing 
the recruiting effort, determining manpower policy, costs, what to do when there is 
nothing to recruit, salary surveys, techniques, how to get own employees to help in 
I recruiting, where to place ads, recruiting among college students or those already 
working for someone else, and testing. 

Not available on Interlibrary Loan. 


RETIREMENT 
9- 19] 
Berin, Barnet N. 
Pension funding: a nontechnical explanation. Compensation review, vol. 4, no. 3, 
Third quarter 1972, pp. 17-24. 
A discussion, together with examples, of the concepts and techniques of funding. 
; Intended for the non-specialist. 


nen meee 


9-192 
Davey, Patrick J. and Mitchell Meyer. 
More regulation for pension funds? Conference Board record, vol.9, no. 7, July 1972, 
pp. 13-18. 
Progress report on recent legislative efforts to reform abuses and shore up weak- 
nesses in design and implementation of private retirement programs, 


ee 
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RETIREMENT (Cont'd) 
9- 193 
Friend, Edward H. 


9- 
Nader, Ralph. 


9- 


A 1972 critique on funding media for pension plans. Journal of accountancy, vol. 134 
no. 2, August 1972, pp. 29-40. 

Reviews the structures of insurance company funded plans, of self-funded plans and 
of split-funded plans, suggests considerations for selecting funding arrangements 
appropriate for the size of the fund, and for choosing the best investment arrange- 


ments. 


194 


Nader cried "Fraud" on private pension system. Pension and welfare news, vol. 8, 
no. 7, July 1972, pp. 31-34, 36, 46. 

Reproduces speech delivered at the Sixth Annual Conference on Employee Benefits in 
which Nader calls for strict government regulation of the private pension plan system, 
criticizes promises of reform legislation, and suggests a possible restructuring of the | 
system. 

A rebuttal to Mr. Nader by Senator Jacob K. Javits is contained, pp. 48, 61. 








195 


Pension figures show 48,000,000 covered. Pension and welfare news, vol. 8, no. 7, 


July 1972, pp. 4, 5, 10. 


Gives statistics from the Institute of Life Insurance on numbers of persons covered 
and benefits paid under major pension and retirement programs in the U.S. 


9-196 
Schulz, James H. and Guy Carrin. 


9- 


The role of savings and pension systems in maintaining living standards in retirement. 
Journal of human resources, vol. 7, no. 3, Summer 1972, pp. 343-365. 

Analyzes the personal savings rates required to provide for adequate retirement 
funds. Then considers the influence of various definitions of an adequate income,of 
inflation, the introduction of the Sociai Security System, and the current impact of 
private pension plans. 


197 Te172 


The following retirement plans for public jurisdictions were received in the Library: 


Arizona, n.d. 

Colorado, September 1971. 
Connecticut, January 1972. 
Delaware, October 1970. 

Florida, January 1972. 

Georgia, 1970. 

Kansas City, Missouri (firemen),.1971. 
Los Angeles city, July 1971. 

Los Angeles county, December 1970. 
Missouri, 1970. 

Milwaukee, 1971? 

Minnesota, 1971. 

Montana, 1971. 

New York, March 1969. 

Ohio, n.d. 

Oregon, 1972. 

San Diego, 1971. 

Seattle, 1970. 

South Carolina, July 1970. 
Wisconsin, 1971. 
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RETIREMENT - -PLANNING 


9- 198 
Brooks, Thomas R. 





What you should know about early retirement. Harvest years, vol. 12, no. 8, August 
1972, pp. 40-43. 


9- 199 
Is there life after work? Medical economics, July 31, 1972, entire issue. 
A special issue devoted to aspects of planning for a satisfying retirement. 
Articles cover developing outside interests, where to live, financial planning, im- 
portance of beginning early enough, readings and sources to obtain more information. 


SAFETY 


9- 200 1e558 .Un84p 
U.S. President. 
The President's report on occupational safety and health including reports on occupa- 
tional safety and health by the United States Department of Labor and by the United 
States Department of Health, Education, and Welfare. Washington, U.S. Govt. Print. 
Off., 1972. 210 pp. 

Covers the organization and operations of the Occupational Safety and Health 
Administration and related organizations, discusses standards, compliance operations, 
training and education, role of states, and the national system of reporting of 
work injuries and illnesses. 


9- 201 1e558 .Un850 1970 
U.S. Public Health Service. 


Occupational health and safety legislation; a compilation of state laws and regulations. 


Rev. ed. Washington, U.S. Govt. Print. Off., 1970. 360 pp. (Public Health Service 
publication no. 357) 


SCIENTISTS AND ENGINEERS 





9- 202 
Baldwin, Gary L. 
A young engineer views professional and economic growth. Professional engineer, 


vol. 42, no. 7, July 1972, pp. 30-31. ’ 

This representative of the young viewpoint expresses interest in portable pensions 
and fringe benefits, and concerns about the over supply of engineers, unionization and 
collective bargaining, wastes of human and natural resources, and relationships between 
the engineer and management. 


9- 203 
Engineering societies, employers discuss economic aspects of engineer employment. 
Professional engineer, vol. 42, no. 7, July 1972, pp. 14-17. 
A significant result of a conference on the Economic Aspects of Engineer Employment 
held under the joint sponsorship of ASME, IEEE and NSPE was the emergence of a favorable 


management attitude toward the concept of guidelines for professional engineer employ- 
ment. 


See pages 20-23, "Guidelines for Professional Engineering Employment," 


9- 204 
Enion, Richard A. 
The human factor in the engineering office. Professional engineer,vol. 42, no. 7, 
July 1972, pp. 49-51. 
“If there are problems occurring in a consulting firm or engineering office, then the 
top management of that firm or office is part of the total problem. Engineers in 
Management must learn to recognize and solve in-house people problems." 


35 


SCIENTISTS AND ENGINEERS (Cont'd) 


9- 


Hodgson, James D. 


9- 
Ma 


9- 


205 


Engineer employment. Professional engineer, vol. 42, no. 7, July 1972, pp. 24, "28. 

The Secretary of Labor discusses the Technology Mobilization and Reemployment Pro- 
gram to help the displaced engineer and scientist in his job search, job relocation, 
retraining and skills conversion. 





206 


lmanger, Oscar. 


Ex-aerospace/defense engineers prepared for new careers through NSPE's DOL-supported 
conversion program. Professional engineer, vol. 42, no. 7, July 1972,pp. 32-34. I 

Background, objectives and summaries of 12 reemployment programs which have been 
undertaken in the pilot phase of the National Society of Professional Engineers' } 
Technology Utilization Project. 


207 


NSPE-PEPP: building for consulting firm management. Professional engineer, vol. 42, 


9- 


no. 7, July 1972, pp. 37-44. 

Contents: Moving into management is complex challenge for the young engineer, by j 
John T. Kane; Preparing for leadership, by Louis A.Bacon; As a project manager you need |} 
broad skills in motivation, technology, by William H. Parker, III; How to stay out of | 
court; What a boss expects in a consulting firm, by David H. Lillard; Engineers, tech- 
nicians must interact for management success, by Richard J. Perras; Test your judgement 
on professional ethics. 


208 Iel172.5 .N19r 


National Research Council. 


9- 


A report by the Committee on the Utilization of Young Scientists and Engineers in 
Advisory Services to Government. Washington, 1971. 2 ve (AD 735123$ AD735124) 
Brief history of science committees in the U.S.; the role of science advisory com- 
mittees in government; types of committees; membership characteristics; selection, 
recruitment and motivation; desiderata and pitfalls. 
At head of title: The Science Committee. 


209 


Reid, James R. 


9- 
U. 


A consulting engineering office should be managed, not engineered. Professional 
engineer, vol. 42, no. 7, July 1972, pp. 52-54. 

"To become a profitable enterprise, a firm must have goals and objectives. Controls | 
are needed to measure performance. The consultant who does not have the skills to plan | 
and manage should go out and find these skills." 


210 Tel72.5 .Un95r 

S. Department of the Army. 

Report of meeting of Task Groups on the Career Referral System for Chemists, 

Chemical Engineers, Biologists, Microbiologists, and Entomologists held 22-23 

June 1971, comp. by Edward J. Poziomek. Edgewood Arsenal, Md., 1971. 39 pp. ; 

(AD-729-351) 

"A meeting was held to study the Career Referral System for Engineers and Scientists 

and to recommend improvements. The document records tasks, results and observed 

trends. Recommendations reflect a need to make the present career system simpler and 

more flexible, A number of proposals were made to provide additional talent information | 

and a better utilization of data." ; 
t 
j 
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SCIENTISTS AND ENGINEERS (Cont'd) 











S. Zas 
Weiss, Milton. 
Nation's cities, vol. 10, no. 7, July 1972, pp. 8, 10. 
Describes functions of the newly conceived position of urban scientist and the 
benefits its incumbent can bring to city management in helping it to take advantage 
of technological change. Also suggests sources helpful in securing the scientist. 


SELECTION 


9-212 

Asher, James J. 
The biographical item: can it be improved? Personnel psychology, vol. 25, no. 2; 
Summer 1972, pp. 251-269. 

Reviews biographic items for their reliability and validity, considers what has 

been done to improve them, and discusses what innovations could be attempted in 
future research. States that in comparison with other predictors as intelligence, 
aptitude, interest, and personality, biographical items have vastly superior validity. 


9- 213 
Derryck Educational Associates, 


vig staff selection processes in the State Employment Security Service 
ede 4 ee eee and Richard Leyes. New York, 1970. [ Reprinted by 
na echnical Information Service, Springfi ¢ 

rtgpneati » Sp gfield, Va., 1972. 109 pp. 

"The purpose of this feasibility study was ... to determine: (1) The 
cor matateg currently operating upon the selection processes in various State 
mployment Security Service Agencies. (2) The types of selection models 
and processes that will aid the State Employment Security Service 
improving its selection processes in positions and how this is acco 
terms of internal promotions and outside recruitment," 


Iel22 .D45m 


strategies, 
Agency in 
mplished in 


9- 214 

Diamond, Daniel E. and Hrach Bedrosian. 
Job performance and the new credentialism. California management review, vol. 14, 
no. 4, Summer 1972, pp. 21-28. 

Among the restrictions to occupational mobility operating today, one of the most 
powerful is credentialism. Credentials such as certificates, licenses, degrees,etc. 
have become requirements for many jobs. The authors review the history and develop- 
ment of credentialism and point out steps employers can take to eliminate its excesses. 


9- 215 
McKenna, Ken. 
Boredom on the job, Supervisory management, vol. 17, no. 7, July 1972, 
pp. 39-41. 
Cautions against "overhiring" people too well trained or intelligent for the 
particular task or position to be filled. 
Reprinted from New York News, May 3, 1972. 





9- 216 
Power, Joel R. 
An economy where dragons thrive! Manage, vol. 24, no. 7, July-August 1972, pp. 41-45. 


Cautions that "inexperienced" workers who cannot do their jobs are threatening 


the U.S. economy. Shows how many individuals from the four major groups who are currently 


filling out employment applications (the newly educated, the part time, the retired, 


the now employed) are not masters of the detail needed to sustain our highly specialized 


business and industrial activities. 


SELECTION (Cont'd) 

9- 217 

Shaw, Edward A. 
Differential impact of negative stereotyping in employee selection. 
Personnel psychology, vol. 25, no. 2, Summer 1972, pp. 333-338. 

Investigates a hypothesis that recruiters of those whose educational backgrounds are 
directly related to their work (as scientists and engineers) are less influenced by 
negative stereotyping than are recruiters of general management trainees whose 
educational backgrounds are likely to be diverse. 


9-218 
Too much learning.... Forbes, vol. 110, no. 2, July 15, 1972, p. 42. 
Several corporate recruiters report that many of those looking for employment-- 
Ph.D&8,MA's and MBA's are over educated for the jobs available. They also report a 
shortage of trained blacks and of trained women for current openings. 


SUPERVISION 
9- 219 


Cummings, Paul W. 


Measuring supervisors! responsibilities. Training and development journal, 
vol. 26, no. 7, July 1972, pp. 24-27. 

An evaluation of the supervisory styles of upper vs. lower level managers in 
two plants of a single company turned up both significant differences and 
similarities. The management level, the type of work group, and the characteristics 
of the organization were all revealed to be influencing factors. 








9-220 
Ploye, Ann M, 
A woman's view of the management man. Manage, vol. 24, no. 7, July-August 1972, 
pp. 28-32. 
Explains and gives examples of why "to the woman worker, the management man is someone 
more than just the person who hands her her paycheck. She sees in him someone worthy or 
unworthy of her personal attention." 


9-221 
Wells, E. F. 
Where is your emphasis? Manage, vol. 24, no. 7, July-August 1972, pp. 37-40. 
Your employees will function most successfully when you encourage their initiative, 
set the example, praise them, act consistently, etc. 


SUPERVLSORS--TRALNING 





9- 222 
Schappe, Robert H. 
The production foreman today; his needs and his difficulties. Personnel journal, 
vol. 51, no. 7, July 1972, pp. 489-494, 
A questionnaire survey was conducted among 2,054 first line supervisors directly 
involved in production work to determine their views about their problems and needs for 
training and development. Responses are summarized in tables. 


TESTS 
9- 223 Ie176 .Ai4p 
Aiken, Lewis R., Jr. 
Psychological and educational testing. Boston, Allyn and Bacon, 197]. 346 pp. 
Data cover background and methodology of testing; intelligence, ability and per- 
sonality measurements; test construction and standardization; use of tests in selection; 
and contemporary issues and developments. 
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TESTS (Cont'd) 

9-224 

Brown, Fredrick G. 
Principles of educational and psychological testing. Hinsdale, I11., Dryden, 1970. 
468 pp. 

The author's goal in the preparation of this textbook "is to teach the student what 
questions he should ask when evaluating a test." Covers the nature of psychological 
measurement; test development; selection and evaluation of tests; and the measurement 
of achievement, aptitudes and personality characteristics. 





Ile176 .B81p 


9- 225 Ie176 .M6l1t 
Miller, Robert B. 
Tests and the selection process. Chicago, Science Research Associates, 1966. 
50, 9 pp. 
Summarizes main concepts behind theevaluation, choice and application of selection 
tests. Aims to provide, for the non-specialist, a grasp of what tests are, what they 
can and cannot be expected to do, and why. 


9- 226 

Selig,Ernst S. 
Confidence testing comes of age. Training and development journal, vol. 26, no. 7, 
July 1972, pp. 18-22. 

A testing technique is described in which students can express their attraction 
in percentage terms to any of several answers. Among advantages, lists reduction 
of teacher's grading time, the pinpointing for the student of areas of weakness or 
confusion, and the training afforded in realistic assessment of information and 
decision making. 


9-227 Law .Un46do 
U.S. District Court. District of Columbia. 
Douglas v. Hampton. Memorandum opinion, February 17, 1972. Washington, 1972. L Vv. 
The Federal Service Entrance Examination has been found by the Court to be a 
rationally valid measure of the verbal and quantitative abilities necessary for learn- 
ing the duties and successfully reaching full performance levels within those occupa- 
tional fields for which it is used. 


9- 228 Te424 .W75u 
Wisconsin. University. Counseling Center. 
Use of psychological tests in an administrative staff improvement program, ed. by 
Richard W. Johnson and Stewart D. North. Madison, 1969, Reprinted by Leasco 
Information Products, 1969, 18 pp. (ED-049-270) 

"All School Administrators and Nominees for administrative positions enrolled in an 
Administrative Staff Improvement Program at Green Bay, Wisconsin, completed a battery 
of psychological tests (Miller Analogies Test, Concept Mastery Test, and Strong Vocational 
Interest Blank). The enrollees scored above average on the MAT compared with graduate 
students in educational administration. The MAT scores were highly correlated with : 
scores on the CMT suggesting that the latter may serve as a reasonable substitute for 
the MAT for some testing purposes." 


TRALNING 
9-229 
Andronicos, Bill. 7 
wy ged series on FBI training. Federal times, vol. 8, no. 20, July 26, 1972, 
p- 10; no. 21, August 2, 1972, p. 6. 
Part one deals with training programs for agent and support personnel of the 
FBI. The second article describes the FBI National Academy in Quantico, Va. 





TRAINING (Cont'd) 
9- 230 
Baird, Richard S. 
Participative management training at the Navy Finance Center,Cleveland. Journal of 
Navy civilian manpower management, vol. 6, no. 1, Spring-Summer 1972, pp. 5-7. 
Describes a completely job-related training experience directed toward the improve- 


ment of interpersonal skills and the team development necessary for effective participa- 
tive management. 


9- 231 
Council on Library Technology. 


---Directory of institutions offering or planning programs for the training of library 
technical assistants.... Chicago, 1971. 137 pp. 


Z668 .C83d 1971 


9- 232 
Gallagher, John T. 
Training auditors in the Internal Revenue Service. The internal auditor, vol. 29, 
no. 4, July-August 1972, pp. 60-63. 
Outlines a two year, four phased basic training program for new auditors, and de- 
scribes continuing technological updating and specific project training as practiced 
by the IRS, 


9- 233 
Series of articles on the British Government's consultative document, Training for the 
Future. Personnel management (Gt. Brit.), vol. 4, no. 5, May 1972, pp. 22-25; 
no. 6, June 1972, pp. 28-32; no. 7, July 1972, pp. 32-34. 
Articles are: The way forward for industrial training, by E. J. Singer; Conspicious 
by their absence--manpower planning and training research, by Terry Morgan, Ken Nixon 
and Peter Wallum; Further education--the needs of industry, by J. G. Stewart. 





TRALNLING- -ADMINISTRATION 


9- 234 

Bradshaw, H.H, Jr. ; 
The training function--a catalytic model. Training and development journal, 
vol. 26, now 7, July 1972, pp. 14-16, 

Advances an involved, client-centered role for the training and development 
function which takes cognizance of the need in today's organizations for cross- 
training, job rotation, project teams and other inter-disciplinary approaches. 
Describes steps toward establishment of such a training operation involving close 
cooperation with management, building of credibility, establishment of priorities, 


and becoming an organizational "team member." 





9- 235 

Minter, Robert L. 
Mismanagement of training programs. Training and development journal, vol. 26, 
no. 7, July 1972, pp. 2-5. 

Calls attention to recurring problems in the planning and supervision of 
training which detract from training results. Lists: mismanagement of training 
evaluations (both pre- and post-analysis), presence of hidden "agendas", use of 
condiment approach or the "country club" syndrome, misuse of local professional 
talent, lack of coordination, training saturation, the "Peter Principle" in 
training, use of gimmicks or tokenism, hierarchal immunity, heterogeneity, 
short-range planning and inadequate provision of training incentives. 
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TRAINING- - EVALUATION 








9- 236 1e428.9 
Hardin, Einar and Michael E. Borus. 
The economic benefits and costs of retraining. Lexington, Mass., D.C. Heath, 1971. 
235 pp. 


Reports on a study to measure the economic success of Federal retraining programs in 
terms of effects on the national product, disposable income of trainees, and government 


budget. The authors recommend continued Federal involvement in occupational training 
programs, emphasis on shorter training sessions, and expansion of training among all 
trainee subgroups (race, sex, education etc.). 


9-237 1e418.9 .N 
New Jersey, Department of Labor and Industry. 
An analysis of the long-range effects of high intensity training, by Peter R. Nozza, 


tion Service, Springfield, Va., 1972. 144 pp. (PB- 201-165) 


ology called high intensity training to prepare workers for higher level jobs in less 
time than traditional training methods. The subjects of the study are six organiza- 
tions, 68 trainees, nine supervisors and six management personnel; three to eight 


of workers." 


9-238 1e400 ,P43i 
Petersen, Peter B. 
An investigation of the effect of training. [Reprinted by] National Technical 
Information service, Springfield, Va., 1971. 134 pp. 

"The average behavioral style of individuals participating in Officer 
Candidate School training changes during training...An analysis of the data in 
connection with the study indicated that scores obtained by using the test 
instrument at the time of entry into the training program effectively discriminate 
the following: (a) Between those who will eventually graduate and those who will 
voluntarily depart from the program prior to graduation, (b) Between those who 
will remain in the Army years later and those who will depart from the Army 
years later, (c) Between those who will both graduate and remain in the Army years 


Doctoral dissertation, George Washington University, 1971. 


later and those who will not graduate and depart from the Army years later." 


9- 239 
Tickton, Sidney G., ed. with the staff of the Academy for Educational Development, Inc. 


To improve learning; an evaluation of instructional technology. New York, R. 
Bowker, 1971. 1096 pp. 


R 
Ne 


part 5, Implications for business and industry; part 6, Economic evaluations. 


TRAINING- - METHODS 





Clinebel1, Howard J., Jr. 
The people dynamic; changing self and society through growth groups. New York, 
Harper and Row, 1972. 176 pp. 
Author maps out strategies for planning and conducting sensitivity training among 


provide an experience in good human ecology. The vision this book communicates is a 


available to anyone who wants to enliven intimate relationships and humanize institu- 
tions." 
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Industrial Training Services. Newark, 1970. /Reprinted by/ National Technical Informa- 


"A long range study was designed to measure the effectiveness of a training method- 


months after completion of high intensity training. The training was viewed favorable 
by management and supervisors and was found to have a positive effect on the attitudes 


Contents: Part 3, Theories and general applications; part 4, Practical considerations; 


9- 240 1e610 .C6lp 


groups organized along lines of age, common crises or social concerns. "Growth groups 


network of small growth groups, structured according to individual needs, which will be 


TRAINING--METHODS (Cont'd) 





9- 24] 1e428 .Erdp 
ERIC Clearinghouse on Vocational and Technical Education. 
Planning techniques for local programs of vocational education, by Joseph F. Malinski, 
Washington, U.S. Govt, Print. Off., 1972. 27 pp. (Information series no. 63) 
Presents a "state of the art" synthesis aimed at improving communications among 
the various institutions involved in local vocational training. Materials cover 
policy planning, work planning, and management information systems. 


9- 242 1e409 .F66L 
Florida State University. Computer-Assisted Instruction Center. 
Learner control of automated instruction; technical report, by Bobby R. Brown and 
others. Orlando, Fla., Naval Training Device Center, 1970. 32 pp. 

"The effects of three variations of learner control and one instructor control 
condition were investigated. The three types of learner control chosen for investiga- 
tion were: selection of media-device, and selection of information load; selection of 
repetition by branching; and selection of topic sequence. The results observed for 
learner control of sequence in this study, when considered in the light of other studies, 
strongly suggests that the amount of information presented to guide student decisions 
in sequencing may be a critical variable and one which should be investigated in more 
detail." 


9- 243 

Francis, Peter. 
Training with closed circuit television. Training and education news (Gt. Brit), 
no. 10, Summer 1972, pp. 28-31. 


9- 244 

Holzman, I.L. and W.A. Carpenter, 
The confrontation method in sales training. Training and development journal, 
vol. 26, no. 7, July 1972, pp. 6-7. 

Describes "confrontation training" as a method to create a “learning climate" 
where the individual can learn those things which are meaningful to him or which 
represent gaps in his present knowledge. The confrontation role playing used by 
Ethicon, Inc. in training its salesmen is analyzed. 


9- 245 

Rosen, Sherwin. 
Learning and experience in the labor market. Journal of human resources, vol. 7, 
no. 3, Summer 1972, pp. 326-342. 

A model of the role of work experience in the transmission and acquisition of 
marketable skills and knowledge is constructed. Outlines a theoretical market for 
learning opportunities, spells out analytical consequences of this specification, 
and discusses implications of the model for the problem of occupational discrimination 
against minority groups. 


9-246 Te416 .So8r 

South Carolina. State Planning and Grants Division. 
Comprehensive training program for South Carolina local government; a report prepared 
by ... for Office of the Governor. Columbia, 1971. 180 pp. (PB 205 284) 

"A procedure is recommended for services to local government by way of creating a 
Public Service Manpower Development Commission which would include in the services 
rendered a clearinghouse of training materials, evaluated for local use on the basis 
of source, media, convenience, and content. ... A brief resume of pilot training pro- 
grams and of training related to this project is offered. The appendix contains some 
excerpts from a U.S. Civil Service supervision program and college programs for training 
local government administrators and planners." 
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TRAINING--METHODS (Cont'd) 
9-247 1e425.9 .Un4lhe 
U.S. Department of Agriculture. 
Human relations in training aides--a guide for extension agents, by Edward V. Pope. 
Washington, Federal Extension Service, 1969. 41 pp. (HE- 38 ) 

"This guide contains information helpful to an extension agent preparing nutrition 
aides for their visits with low income homemakers. It describes important attitudes 
and the reasons for them in families with whom the aides will work; and suggests ways 
to create feelings of trust and respect between aides and family members, and techniques 
aides can use to set the stage for and improve their teaching.” 


g- 248 1e407 .W36r 
Wayne (County). Intermediate School District, Mich. 
Role-playing in paraprofessional training, by Joseph P. Johns and Arnold Glovinsky. 
Detroit, 1970. /Reprinted by/ Leasco Information Products, Bethesda,, Md., 1972. 23 pp. 
"This document ... provides 15 situations of varying complexity which may be role- 
played. A presentation of the role-play dramatization is made for the general group 
of trainees, who then react to the situation by providing written responses on specially 
designed sheets. Following the presentation, a staff leader involves the general group 
by asking them to share their responses, and also raises additional questions for dis- 
cussion." 


9-249 1e400 .W75a 
Wisconsin. University. Center for Studies in Vocational and Technical Education. 
The availability of data on company training programs; a feasibility study, by Gerald G. 
Somers, Madison, Industrial Relations Research Institute, 1971. 65 pp. 

"Little is known about the extent of private skill training, with regard to the number 
and characteristics of trainees, the programs, or their costs. Yet Federal policies 
need to be based on full knowledge of existing private efforts. This survey was con- 
ducted to determine the feasibility of conducting a national mail survey of employers 
and to develop the necessary instruments for the survey. In addition to findings and 
recommendations regarding feasibility, the report provides some substantive information 
on company training programs. Sample questionaires are appended." 


- - EMPLOYM 


9- 250 1e154.9 .B96c 
Business and Professional Women's Foundation. 
Career counseling; new perspectives for women and girls; a selected annotated bibliog- 
raphy. Washington, 1972. 44 pp. 
"This bibliography is divided into two sections: the first contains research material 
on counseling and occupational choice; the second concerns specific careers, where they 
can be found, and how to go about getting jobs,’ 


9- 251 Te154 .C68w 1971-72 
College Placement Council. 
Women's salary survey; a study of beginning offers, September 1971-July 1972. Bethlehem, 


Pa., 1972. 4 pp. 
Statistics show little change over those reported two years ago,1,350 job offers 
were made to women by business and industry (about 10 per cent of the total offers made 

by these groups for males) and 608 by governments (local, state and Federal) with 
Salaries up 5.9 per cent over those of a year ago. 





WOMEN (Cont'd) 

9-252 

Day, David R. and Ralph M. Stogdill. 
Leader behavior of male and female supervisors: a comparative study. Personnel 
psychology, vol. 25, no. 2, Summer 1972, pp. 353-360. 

Reports research to determine how women behave in leadership roles, how effective 
they are, what relationships exist between their behavior and their effectiveness, 
between their behavior and effectiveness and selected biographic variables, and 
to compare the results with findings for male leaders in similar organizational 
situations. 


9-253 
Help wanted (female). Newsweek, vol. 80, no. 8, August 21, 1972, pp. 16-17. 

Discusses Nixon Administration's commitment to the hiring and promotion of more 
women into high-level government positions. Notes work of Jayne Baker Spain, vice 
chairman of the U.S. Civil Service Commission, and of Barbara Franklin, attached to the 
White House and in charge of high-level female talent search. 


9-254 
Kay, Jane M. 
Women in management--past, present, future. NAM reports, vol. 17, no. 31, July 31, 
1972, pp. 8-9. 
Lists actions management can take to remove barriers to equal Opportunity for women, 
Points out that women must assume the obligations and responsibilities that go with hight 
level positions. 


9-255 
Laroque, Pierre. 
Women's rights and widows' pensions. International labour review, vol. 106, no. 1, 


July 1972, pp. 1-10. 
Considers the principles and laws governing widows' pension schemes, and expresses 
ideas about how their financial rights can be protected. 


9-256 
The myth of female absenteeism. Supervisory management, vol. 17, 2. 7, July 1972, 
pp. 29-30. 


Reviews various studies of absenteeism that show women to have favorable 
attendance records when compared with men employed at similar levels and under 
similar job circumstances. 

Reprinted from Family Economist, October 28, 1971. 





9- 257 1e154.9 ,Oa9m 
Oaxaca, Ronald L. 
Male-female wage differentials in urban labor markets. Springfield, Va., National 
Technical Information Service, 1971. 157 pp. (PB-199-974) 

"A prime objective of this dissertation is to determine how much of the observed 
male-female wage differential can be attributed to the effects of discrimination in 
the labor market. A discrimination coefficient is introduced as a measure of the 
effects of discrimination and thus becomes a key parameter to be estimated. The 
findings of this study show that discrimination accounts for approximately seventy- 
four percent of the male-female wage differential for whites and ninety-two 
percent for blacks, Other empirical results suggest that sex discrimination is less 
in goverment employment, that job opportunities for females are relatively greater in 
larger urban areas, and that females are unlikely to respond to the possibilities of 
migration in the manner commonly ascribed to male heads of households." 

Doctoral dissertation, Princeton University, 1971. 
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WOMEN (Cont'd) 
9- 258 Te154 .R93j 1972 
Rutgers University. Institute of Management and Labor Relations. 
... Job training; the WIN program for welfare mothers, by Georgina M. Smith. Summary 
ed. New Brunswick, N.J., 1972. 30 pp. 

Studies results of the attempts of a4 Work Incentive Program in Paterson and 
Asbury Park, New Jersey to move mothers "from the welfare rolls into meaningful , 
permanent, productive employment." 


g- 259 1e154.9 .Sale 1972 
Sacramento State College. 
The changing role of women; a selected bibliography, comp. by Leah Freeman. Rev. ed. 
Sacramento, Calif., 1972. 50 pp. (Bibliographic series no. 9) 


9- 260 Ie154 .Un98fa 1972 
U.S. Womer's Bureau. 
Facts on women workers of minority races. Rev. Washington, U.S. Govt. Print. Off., 
1972. 10 pp. 
Data are provided on labor force participation, unemployment, marital status, 
head of family, number of children, education, work experience, occupational distribution, 
and earnings. 


9-261 1e154.9 .Un98g 
U.S. Women's Bureau. 
A guide to sources of data on women and women workers for the United States and for 
regions, states, and local areas, Washington, 1972. 15 pp. 
Publications are grouped into the following topics: population; education; 
civilian labor force, employment, and unemployment; occupation and industry; 
labor force reserve. 


9-262 a oa 
Women in engineering. Engineering manpower bulletin, no. 21, May 1972. /6 pp./ 
Statistics are included on graduates by year and degree, starting salary, distribu- 
tion by curriculum and by kind of work. 


YOUTH 


9- 263 

Michigan. University. Institute for Social Research. 
Youth in transition; dropping out--problem or symptom"?by Jerald G. Bachman, Swayzer Green, 
and Ilona D. Wirtanen. Ann Arbor, 1971. 250 pp. . 

"This book is the third in a series of monographs documenting the Youth in Transition 
project, a longitudinal study of young men conducted by the Survey Research Center under 
the primary sponsorship of the United States Office of Education. The study is, in the 
broadest sense, an exploration of the effects of social environments, with special 
emphasis on the impact of school and work environments. 

"The present volume deals with the causes and effects of dropping out of high school." 
Volumes 1 and 2 contain study design, sampling procedures. 


1e152.9 .M58y vol. 3 


9-264 ; 
Rosenfeld, Carl and Kathryn R. Gover. 
Employment of school-age youth. Monthly labor review, vol. 95, no. 8, August 1972, 
pp.25-30. 
Statistics show that increasing proportions of teenagers are remaining in school and 
are also in the work force. Gives figures for employment and unemployment by school 


enrollment status, occupations by sex and school enrollment status, and work experience 
and earnings by sex. 





UNITED STATES 
CIVIL SERVICE COMMISSION 
WASHINGTON, D.C. 20415 POSTAGE AND FEES PAID 


U.S. CIVIL SERVICE COMMISSION 


OFFICIAL BUSINESS 





